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of Microsoft Excel, the most popular and powerful 
in the world. You may ask... what is a spreadsheet 
prlgram? A spreadsheetTs a computer program with a huge grid designed to 
display data in rows and columns where you can create calculations to per- 
form mathematical, logical, and other types of operations on the data you 
enter. You can sort the data, enhance it, and manipulate it a plethora of ways 
including creating powerful charts and graphs from it. Whether you need a list 
of names and addresses, or a document to calculate next year's sales revenue 
based on prior years 7 performance, Excel is the application you want to use. 



About This Book 

This book provides the tools you need to successfully tackle the potentially 
overwhelming challenge of using Microsoft Excel. Through this book you 
find out how to create spreadsheets; however, what you create is totally up 
to you. Your imagination is the only limit! 



Why i/ou Need This Book 

Time is of the essence and most of us don't have the time to do a lot of 
reading. We just need to get a task done, effectively and efficiently. This book 
is full of concise, easy to understand steps designed to get you quickly up 
and running with Excel by taking you directly to the steps for a desired task, 
without all the jibber-jabber that often accompanies other books. 



How This Book Is Organized 

This book is divided into eighteen different chapters broken into five con- 
venient parts: 



Part 1: Putting Excel to Work 

In Chapter 1, you uncover the basics of working with Excel files, such as open- 
ing, closing, and saving files, while in Chapter 2, you work with entering the 




ntroduction 



Conventions used 
in this book 

"^When you have to type something, I put it in 
bold type. 

For menu commands, I use the O symbol to 
separate menu items. For example, choose 
FileOOpen. The O symbol is just my way of 
saying "Choose Open from the File menu." 

This icon points out insights or helpful 
suggestions related to the tasks in the 
step list. 




Excel 2003 Just the Steps For Dummies 



different types of data into Excel worksheets, and in Chapter 3, 
iteration! t¥Q£S of formulas and functions to perform 




Part 11: Sprucing Up \lour Spreadsheet 

Chapter 4 shows you how to dress up the data you enter into a 
worksheet, including data alignment, formatting values, chang- 
ing fonts, colors, and cell borders. In Chapter 5, you also work 
with graphics such as arrows and clip art. Then in Chapter 6, 
you work with multiple worksheets, hyperlinks and worksheet 
protection, and passwords. 

Part 111: Viewing Data in Different Ways 

This part shows how you modify how Excel displays certain 
workbook options on your screen. Chapter 7 illustrates chang- 
ing the worksheet views. In Chapter 8, you sort your data 
making it easier to locate particular pieces of information. In 
Chapter 9, you create charts to display your data in a superb 
graphic manner and in Chapter 10 you work with the different 
output methods, including printing, for your worksheets. 



Part IV: Analyzing Data With Excel 

Use these chapters to effectively analyze all the data you 
input into a worksheet. In Chapters 11, 12, and 13, you 
work with Excel Outlines, Filters, and Pivot Tables. 
Chapters 14 and 15 show some of the timesaving 
data entry tools included with Excel. 

Part V: Practical Applications for Excel 

Go to these chapters to save yourself time with a commis- 
sion calculation worksheet (Chapter 16), a medical expense 
tracking worksheet (Chapter 17), and Chapter 18 which 
helps you plan for your future by planning to purchase a 
house, pay off a credit card balance, and save for college 
or retirement. Chapters 1 9 through 21 show how you 
can use Excel with the other Office programs — Word, 
Powerpoint, and Access. 



Port I 

DropBooks Putting Excel to Work 



The 5 th Wave By Rich Tennant 




Chanter 1: 

DropEl® 



Working with Excel Files 5 




sev^cel 6 

a^New ftxro File 7 

Save a Workbook 7 

Open an Existing Excel File 8 

Delete an Existing Excel File 8 

Use the Office Assistant 9 

Separate the Excel Toolbars 10 

Display Different Toolbars 10 

Specify Workbook Properties 11 

Search for a File by Properties 12 

Save or Open Files in Different Formats 12 

Chapter 2: Entering Spreadsheet Data 13 

Change the Active Cell 14 

Enter Data 15 

Undo Data Entry 16 

Edit or Delete Cell Data 16 

Select Multiple Cells 17 



Copy and Paste Data 18 

Name a Range of Cells 18 

Extend a Series with AutoFill 19 

Locate Cells with Data Validation 19 

Validate Data Entry 20 

Chapter 3: Building Formulas 21 

Create Simple Formulas with Operators 22 

Create Compound Formulas 23 

Add Numbers with AutoSum 24 

Find an Average Value 24 

Copy Formulas with AutoFill 25 

Edit a Formula 25 

Define an Absolute Formula 26 

Copy Values Using Paste Special 26 

Build a Formula with the Function Wizard 27 

Generate an IF Statement Formula 28 

Troubleshoot Formula Errors 29 

Audit Formulas 30 



tKCet Fifes Chapter 

\m our PC probably has many different computer programs loaded on 
W m it, but you'll not likely find one that is as versatile as Microsoft Excel. 
Throughout the course of this book, you discover methods to use Excel as a 
spreadsheet of course, but also as a database, a calculator, a planner, and even 

a graphic illustrator. But as with most things in life, you need to figure out G©t TGQClV tO 

the basics before you can carry out the more advanced actions. ' 

In this chapter, you °P en and Close Excel 6 

Discover the fundamental measures needed when working with Excel '"^Create a New Excel File 7 

files; basic operations to file management such as opening, closing, ^ Workbook 7 
and saving files. 

Meet Clippit, the animated Office Assistant, who stands by your virtual °P en an Existin 9 Exce ' Fi ' e 8 

screen waiting for a question from you. Clippit takes your question to Delete an Existing Excel File 8 
the Excel Help system, both local and over the Internet, searching to 

provide the best answer to your inquiry. Use the Office Assistant 9 

Customize what you see on the Excel screen, thereby making it easier Separate the Excel Toolbars 1 0 

and faster for you to use. 

Display Different Toolbars 1 0 

Use workbook properties to better manage your files and provide a 

means to search for those files that sometimes mysteriously get lost "^Specify Workbook Properties 1 1 

in a computer hierarchy. r , f r -i i n . • , n 

Search tor a File by Properties 1 2 

"^Save or Open Files in Different Formats 12 
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2. 



3. 



and Close Excel 

C^C3J"^V?oose StartOAll ProgramsOMicrosoft 
OfficeOMicrosoft Excel. The Microsoft Excel program 
begins with a new blank workbook, as shown in 
Figure 1-1, ready for you to enter data. Take note of 
the following elements on-screen: 

• Getting Started task pane: Appears on the right side 
on the workbook. 

• Office Assistant: An animated icon that can answer 
questions, offer tips, and provide help. See the "Use 
the Office Assistant " section later in this chapter. 

• Toolbars: A series of tools that provide fast access 
to commonly used Excel features. By default, Excel 
includes nineteen toolbars but only three display 
when you start Excel: Standard, Formatting, and 
Drawing. See "Separate the Toolbars" and "Display 
Different Toolbars" later in this chapter. 




If you have an Excel icon on your Windows desktop, double-click 
the icon for a quick way to start Excel. 



To close the current workbook, choose FileOClose. If any 
changes are not saved, Excel prompts you to save your 
changes. See "Save a Workbook" later in this chapter. 



Optionally, click the Close box to close the current Excel file. If no 
other workbook is open, the Excel program also closes. 



To exit Excel, choose FileOExit as shown in Figure 1-2. 
The Excel file and program closes. If any changes are not 
saved, Excel prompts you to save your changes. 
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Figure 1 -1 : A blank Excel workbook that Excel calls Bookl 
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Figure 1-2: Closing Excel releases the program from your computer memory 



Sai/e a Workbook 



r-N tret 

Drop 



Create, a Aleut Excel File 

on the task pane. 



he New Workbook options appear 




Optionally, press Ctrl+N or click the New button on the toolbar to 
create a new blank workbook. 



2. From the task pane, click Blank Workbook. A new work- 
book (see Figure 1-3) appears on top of the existing 
workbook. 



SaVe a Workbook 

h Choose FileOSave or click the Save button on the toolbar. 
The Save As dialog box appears, as shown in Figure 1-4. 

Optionally, press Ctrl+S to save the Excel file. 




By default, Excel saves your files in the My Documents 
folder. If you want to save your file in a different folder, 
select the folder where you want to save the file from 
the Save In drop-down list. 

In the File Name text box, type a descriptive name for 
the file. 



Filenames cannot contain an asterisk, slash, backslash, or the 
question mark character. 



4. Click the Save button. Excel saves the workbook in the 
location and with the name you specified. 
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Figure 1 -3: Excel calls each new workbook by the next increment 
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Figure 1 -4: The Excel Save As dialog box 
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an Existing Excel File 



Open an Etistl 
P D 00 



open, choose FileOOpen or click the 
Open button on the toolbar. The Open dialog box opens, 
as shown in Figure 1-5. 



Optionally, press Ctrl+0 to display the Open dialog box. 




2. 



3. 
4. 



At the bottom of the File menu, Excel stores the names of the last 
four Excel files you opened. Click any listed filename to quickly 
open the selected file. 



By default, Excel looks for your files in the My Documents 
folder. If your file is not in My Documents, select the 
appropriate folder from the Look In drop-down list. 

Select the file you want to open. 

Click the Open button. Excel opens the file. 

Delete an Existing Excel file 

h With Excel open, choose FileOOpen or click the Open 
button on the toolbar. The Open dialog box displays. 

2. Right-click the file you want to delete. Do not open 
the file. 

3- Choose Delete from the shortcut menu (see Figure 1-6) 
A confirmation message appears. 

4. Click Yes. Excel deletes the file. 

5. Click the Cancel button to close the Open dialog box. 
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Figure 1 -5: Use the Open dialog box to locate a previously saved Excel file 
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Figure 1-6: Delete unwanted files through the Open dialog box. 



Use the Office Assistant 




e Assistant 



5. 



6. 




e Office Assistant icon. The Office 
Assistant displays a What Would You Like to Do text box. 



Want to see your Office Assistant do tricks? Right-click the assistant 
and select Animate. Each different Office Assistant performs a dif- 
ferent series of tricks. 



Type a request in the text box, as shown in Figure 1-7. 
Then, press Enter. 

The results of your request appear in a Search Results task 
pane on the right side of your screen (see Figure 1-8). 
Click any link in the Search Results task pane to discover 
the answer to your request. 

Optionally, drag the Office Assistant to a different part 
of your screen if it's in your way. In many cases, the 
Office Assistant moves out of the way automatically. 



Right-click the Office Assistant and select Choose Assistant, which 
displays the Office Assistant dialog box. From the Gallery tab, you 
can select a different assistant than the default paper clip. Options 
include a robot, a magician, a cat, a dog, and others. 



Click the Close box in the upper-right corner of the 
Search Results task pane to put it away. 

Right-click the Office Assistant and choose Hide to tem- 
porarily hide the Office Assistant. 



To permanently hide the Office Assistant, right-click the Office 
Assistant, choose Options, and remove the check mark from the Use 
the Office Assistant option. 
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Figure 1 -7: Asking help from the Office Assistant 
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Figure 1 -8: The Search Results task pane 
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Separate the Excel Toolbars 



r~ z emirate i 

DropuQQ 



blbarsO Customize. The Customize 
dialog box appears. 

2. Click the Options tab (see Figure 1-9). 

3. Select the Show Standard and Formatting Toolbars on Two 
Rows option. Excel displays the toolbars separately, which 
makes the most commonly used tools easily accessible. 

4. Click the Close button. 



In the Customize dialog box, select the Always Show Full Menus to 
immediately display all the menu choices when you click a menu 
such as File or View. With this option unchecked, you must click the 
down arrow on a menu to display the remainder of the options. 




Display Different Toolbars 



h Choose ViewOToolbars. Toolbars currently displayed 
have a check mark next to them. (See Figure 1-10.) 

2. Select a toolbar you want to display. A few of the tool- 
bars are 

• Standard: See Chapters 1, 7, 9, 10, and 12. 

• Formatting: See Chapters 4, 5, and 8. 

• Drawing: See Chapters 5 and 9 

• Chart: See Chapter 9 

• Picture: See Chapter 5 

3- Repeat Steps 1 and 2 to hide a toolbar from display. 



Customize 



Toolbars Commands | Options 
Personalized Menus and Toolbars 



0;Show Standard and Formatting toolbars on two rows 
l~1 Always show full menus 

0 Show full menus after a short delay 



Reset menu and toolbar usage data 



Other 
l~l Large icons 

0 List font names in their font 
0 Show Screenjjps on toolbars 



Menu animations: (System default) v 



(.lose 



Figure 1 -9: Display the Standard and Formatting 
toolbars in their entirety 
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Figure 1-10: The selection of Excel toolbars 
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Workbook Properties 

QQKR 

>swm^> Properties. The Properties dialog box 
appears with several tabs: 

• General: Illustrates filename, location, size, and dates 
including the creation, modification, and last accessed 
date. Excel automatically updates the information on 
the General tab. 

• Summary: Includes fields for author, title, subject, 
and other similar information. (See Figure 1-11.) 

• Custom: Allows you to create custom fields that you 
can assign text, date, number, or even yes or no values 
(see Figure 1-12). 

• Statistics: Displays facts about the workbook usage 
including creation, modification and last print date, 
editing time, and revision numbers. 

• Contents: Displays a list of all worksheets included 
in the workbook. 




To have Excel automatically prompt you to set file properties for 
every workbook you create, choose ToolsOOptions and on the 
General tab, select the Prompt for Workbook Properties check box. 
When you save a workbook the first time, Excel displays the 
Properties dialog box. 



2. Select the tab on which you want to enter information 
and enter any desired data. 



3. Click OK. 



4. Save the workbook. The workbook properties are saved 
with the workbook data. 



Specify Workbook Properties 
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Figure 1-11: Search for workbooks based on information stored in the Properties 
dialog box 
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Figure 1-12: Create your own summary fields 
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Seated for .a File by Properties 



semen wr,a h 

DropEaaEs 



m. The Open dialog box appears. 

2. Click the Tools button and choose Search from the menu. 

3. In the File Search window, click the Advanced tab. 

4. Select the field you want to search from the Property 
drop-down list. 

5- In the Value box, enter the data by which you want to 
search. 

6. Click the Add button. 

7. Select where to search from the Search In drop-down list. 

8. Select the file types you want to look for from the Results 
Should Be drop-down list as shown in Figure 1-13. 

9. Click the Go button. A list of the files matching your 
criteria appears at the bottom of the File Search window. 



Satfe or Open Fifes in Different 
Formats 



i 

2. 
3. 
4. 



5. 



Choose FileOSave As or FileOOpen. 

Select a location in which to save the file or the location 
in which your file is currently located. 

Select the file type you want to use from the Save as Type 
(shown in Figure 1-14) or Files of Type drop-down list. 

Enter a name for the file in the File Name text box or 
select the file you want to open. 

Click Save or Open. 



File Search 



Basic Advanced 



Search for: 
Property: 



Condition: 



Value: 



Keywords 



includes 



3 



0And QOr 



Add 



Remove 



Remove All 



Keywords includes construction 



Other Search Options: 
Search in: 



Selected locations 



Results should be: 
' Selected file types 



Restore 



Go 



Results: 



□ Anything 

H □ Office Files 

□ Word Files 

□ PowerPoint Files 

□ Access Files 

□ Publisher Files 

□ Data Connection Files 

□ Visio Files 
S □ Outlook Items 

□ E-Mail Messages 
□ Appointments 



J 



Figure 1-13: Searching for file by property values 



Save As 

Save in: 



My Documents 



3 

My Recent 
Documents 

Desktop 



My Documents 

| 

My Computer 

My Network 
Places 



^ I O LJ *3 ' Tools * 

Show 



9 



\J 'J J 



My Archives My Data My eBooks My Greeting My Magazines My Music 
Sources Card Tern... 



j u u 



My Notebook My Pictures My PSP8 Files My PSP Files My Puzzles My Received 

Files 



J 



My Videos My Webs Peachtree Small Business Symantec Ulead 

Contac. , . Accounting VideoStudio 



word files 7453-Printer BIP 
Compatability 



1 



Mileage PRODUCTS Retirement 
budget 



CLE 



L5li 

I - 1 

Evals Golf and 

Fitne... 



File name: BIP 



Save 



Save as type: , Microsoft Office Excel Workbook 



Unicode Text 

Microsoft Excel 5.0/95 Workbook 

Microsoft Excel gT 1 - Excel 2003 & 5.0/95 Workbook 

CSV (Comma delimited) 'jCZZZZZl 

Microsoft Excel 4 . 0 Worksheet ^ 

Microsoft Excel 3.0 Worksheet H 



Cancel 



Figure 1-14: Save a workbook as a different file type 



DrcfiS6(W Spreadsheet 
Data 

\m ou can enter three primary types of data in a spreadsheet: labels, values, 

or formulas. Labels are traditionally descriptive pieces of information 
such as names, months, or other identifying statistics and usually include 
alphabetic characters. Values are generally raw numbers or dates and formu- 
las are results of calculations. 

The first part of this chapter shows how you can easily enter labels and val- 
ues into your worksheet. But, alas, none of us are perfect and you may need 
to correct your mistakes. So I also show you how to delete incorrect entries, 
duplicate data, or move it to another area of the worksheet. You even dis- 
cover an Excel feature that prevents worksheet cells from accepting the 
incorrect data. 




Get ready to. . . 

Change the Active Cell 14 

"■►Enter Data 15 

■■^ Undo Data Entry 16 

-■►Edit or Delete Cell Data 16 

-■►Select Multiple Cells 17 

Copy and Paste Data 18 

"^Narne a Range of Cells 18 

,m + Extend a Series with AutoFill 1 9 

Locate Cells with Data Validation 19 

-■►Validate Data Entry 20 
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qe the Active Celt 

dobs 



pwa^rea»S!ieet in Excel. The formula bar displays the 
active cell location. A single worksheet has 256 columns 
across and 65536 rows down. Columns display the letters 
from A to IV and rows display numbers from 1 to 65536. 
A cell address is the intersection of a column and a row 
such as D23 or AB205. 

Move the cursor to an adjacent cell with one of the fol- 
lowing techniques: 

• Down: Press the Enter key or the down arrow key. 
In Figure 2-1, I've moved the cursor from E9 to E10. 

• Up: Press the up arrow key. 

• Right: Press the right arrow key 

• Left: Press the left arrow key. 

To move to a cell farther away use one of these 
techniques: 

• Click the mouse pointer on any cell to move the 
active cell location to that cell. 

• Choose EditOGo To (or press F5). The Go To dialog 
box displays, as shown in Figure 2-2. In the Reference 
box, enter the cell address you want to make active, 
and then click OK. 

• Press Ctrl+Home. Excel jumps to cell Al. 

• Press Ctrl+End. Excel jumps to the lower-right cell of 
the worksheet. 

• Press Ctrl+PageDown or Ctrl+PageUp. Excel moves to 
the next or previous worksheet in the workbook. 
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Figure 2-1: A black border surrounds the active cell 



Go To 



Go to: 



Reference: 

G32 



bpecial. . . 



OK 



Cancel 



Figure 2-2: Specify a cell address 
in the Go To box 
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Enter Data 



EntexJbata , 

ropJpoiQKa 



e in the desired cell. 



2. Press Enter. The data is entered into the current cell 
and Excel makes the next cell down the active cell. 
(See Figure 2-3.) How Excel aligns the data depends 
on what it is: 

• Label: Excel aligns the data to the left side of the cell. 
If the descriptive information is too wide to fit in a 
cell, Excel extends that data past the cell width as 
long as the next cell is blank. If the next cell is not 
blank, Excel displays only text meeting the display 
width. Widening the column displays additional text. 



To enter a value as a label, type an apostrophe before the value. 




• Whole value: Excel aligns the data to the right side of 
the cell. 

• Value with a decimal: Excel aligns the data to the 
right side of the cell, including the decimal point, 
with the exception of a trailing 0. For example, enter- 
ing 246.70 displays 246.7. The trailing zero is not 
lost; it simply doesn't display. (See Chapter 4 to 
change the display appearance, column width, and 
alignment of your data.) 

If a value displays as scientific notation or number signs such as in 
Figure 2-4, it means the value is too long to fit into the cell. You 
need to widen the column width. 

Date: If you enter a date, such 12/3, Dec 3, or 3 Dec, 
Excel automatically returns 03 -Dec in the cell, 
but the formula bar displays 12/03/2005. 
See Chapter 4 to change the date appearance. 




-IK jl T Real Sldnkl 
tH* 1*1 Ifl** ln*"l t-BUhin 1tii.lt D'U Winder 



□ 



IT 



b I I ! f I H t A I I 



kr I l I li I H - 6 - — 



7il 



Gfnn AiDjm 



Hi diP Mill fl 1ini'i A ^ AJ ^^rl,g = gijl 



Figure 2-3: Enter labels or values into a cell 
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Figure 2-4: Widen the column to fully display the value 
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Data Entry 

WtewilrtVv&p 



readsheet. 

To undo any actions or correct any mistakes you make 
when entering data, do one of the following: 

• Choose EditOUndo. 

• Press Ctrl+Z. 

• Click the Undo icon on the toolbar. 

Keep repeating your favorite undo method until you're 
back where you want to be. 

To undo several steps at once, click the arrow on the 
Undo icon and select the step you want to undo from. 
(See Figure 2-5.) 



You can't undo some actions and Excel indicates this by changing 
the Undo command (on the Edit menu) to Can't Undo. 

To repeat the last action, choose EditoRepeat, or press Ctrl+Y. 
You can't repeat some actions, however. 




Edit or Delete Ceii Data 



Action 


Edit 


Choose EditoClearOContents. 


Delete the contents and retype new cell 




information. 


Press the Delete key. 


Double-click the cell contents and press the 


Backspace key to delete unwanted characters; 




then, type new characters. (See Figure 2-6.) 
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Figure 2-5: Select the steps you want to reverse 
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Figure 2-6: Edit cell contents without having to start over 
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Select Multiple Celts 
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Sequential cells 



Hold the Shift key and select the last cell you want to select. 
All cells in the selected area are highlighted, with the excep- 
tion of the first cell. It looks like it's not included in the 
selected area, but it is. Figure 2-7 shows a sequential area 
selected from cell B4 to cell Fl 5. Notice the black border 



surrounding the selected area. 


Non-sequential cells 


Hold the Ctrl key and click each additional cell you want to 
select. Figure 2-8 shows the nonsequential cells A4, C7, and 
Dl 3 through D20 selected. 


A single entire column 


Click a column f 


leading. 


Multiple columns 


Drag across multiple column headings. 


A single entire row 


Click the row nu 


mber. 


Multiple rows 


Drag across mu 


tiple row numbers. 


The entire worksheet 


Click the small c 


jray box located to the left of column A and 



above row 1 . Optionally, you can select all cells in a work- 
sheet by pressing Ctrl+A. 




Click any nonselected cell to clear the selection. 



Optionally, click and drag the mouse over a group of cells to select 
a sequential area. 

You can include entire rows and entire columns along with individual 
cells or groups of cells, when making nonsequential cell selections. 
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Figure 2-7: A sequential cell selection 
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Figure 2-8: Nonsequential cells selected 
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and Paste Data 

iQtQaleVSc 



leer xmf alea^'data you want to copy. The selected 
area is highlighted. 

2. Choose EditOCopy (or press Ctrl+C). The selected cells 
have a marquee (which looks like marching ants) around 
them (see Figure 2-9). 

3. Click the cell where you want to copy the selected area. 

4. Choose EditO Paste (or press Ctrl+V). The selected cells 
are pasted into the new location. 

5- Paste the cells into another location or press Escape to 
cancel the marquee. 



Choose EditoCut (or press Ctrl+X) and then EditoPaste to move, 
instead of duplicate, the selected cells to a different location. 




II' ■ * i i - > i 




i PlKHKl * 






ri,«n 


1 5[5%^< PiKhid t 


«M 

I ' U IU 


a 

»imij 


"o 

11JB1B 


2S? 


a 

7fU> 


Si 

L 1 


C 




1 


n 


C 



roTJy hfvfhui 

1 1 



If 




11 flll? 1 1 4*10 
iJKC" lifX 



TJttT 

' I U I'J 
(/ED 

7J5CB 

ai 



si . _m 

i- 4 - m\ Imi h«i ' 

i"nir > fjilF 11 - * ^Q^ 1 " 1 * 3L ^'- t ' g 



I-' 



Figure 2-9: Marching ants form around a copied area 



Atome Range of Celts 



I III 



/. Select the cells you want to name. 

2. Choose InsertONameODefine. The Define Name dialog 
box shown in Figure 2-10 appears. 

3. In the Names in Workbook text box, enter a name (up 
to 256 characters) for the range you selected. Range 
names are not case sensitive and must begin with a let- 
ter or the underscore character and cannot include a 
space or a hyphen. 

4. Click the Add button and then the Close button. 




Jump quickly to a range by selecting the range name in the Go To 
dialog box. 



Hi- l« Y*m Inrnl t-amm to«l» D*i« #nium n*ip 



I (it.-. 



AS 



111 J i III ID If' - 




A' i 



Fiijlj 



T. r r.t.,> 



r~s— i 



I ^ i 



S3 



* ■ 



j i k t l I li I H d 









H 
























































f v' 
Ih h 








-- — — * 



Figure 2-10: Creating a named range 



Locate Celts With Data Validation 



Drd 




Extend a Series With AutoFitt 

L^J hyJmsl lem^Pdata with data such as a day 
(Tuesday) or a month (August) and press Enter. 
AutoFill works with days of the week, months of the 
year, or yearly quarters such as 2nd Qtr. 

2. Position the mouse pointer on the small black box at 
the lower-right corner of the cell. Your mouse pointer 
turns into a small black cross. Drag the small black box 
across the cells you want to fill. You can drag the cells 
up, down, left, or right. 

?. Release the mouse. Excel fills the selected cells with a 
continuation of your data. Figure 2-11 shows how Excel 
filled in the cells with the rest of the days of the week. 

If you use AutoFill on a single value or a text word, Excel duplicates 
it. For example, if you use AutoFill on a cell with the word Apple, 
all filled cells contain Apple. 



To AutoFill a series of numbers, enter two values in two cells, such as 
1 and 2. Select both cells, and then use the AutoFill box to highlight 
cells and Excel continues the series as 3, 4, 5, and so forth. 



Locate Celts With Data Validation 

h Choose EditOGo To. The Go To dialog box appears. 

2. Click the Special button. 

3. In the Go To Special dialog box, shown in Figure 2-12, 
select the Data Validation option. 

4. Select All; then click OK. Excel highlights all cells that 
have data validation. 



To remove data validation, from the Data Validation dialog box, 
click the Clear All button. The following section shows how to vali- 
date data entry. 
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Figure 2-11: Using AutoFill for days of the week 
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Figure 2-12: Locating cells 
with data validation restrictions 



III 



Chapter 2: Entering Spreadsheet Data 




llll 20 




ta Entry 



ate 

00. dMrfells you want Excel to validate upon 

data entry. Then choose DataOValidation. The Data 
Validation dialog box displays. 

2. From the Settings tab, choose the type of validation you 
want Excel to check from the Allow drop-down list: 

• Whole Number or Decimal: Specify the upper and 
lower limits of allowable data values. 

• Lists: Define a list, a range of cells in the existing 
worksheet, or a named range. (See Figure 2-13.) 

• Dates or Times: Specify a valid date or time ranges 
or limitations. 

• Text Length: Specify that the number of characters in 
the data is within the limits you want. 



When creating a list, select the In-Cell Dropdown check box if you 
want the choices to appear when the cell is clicked. 



3. Select a criterion such as Between, Greater Than, Equal To, 
or Less Than or Equal To from the Data drop-down list. 

4. Select other criteria such as a max and min value or 
specify a location for a list of data you want to allow. 
You can type values or refer to cell addresses. If you 
want to refer to a range name, precede the range name 
with an equal sign (=). 

5. On the Error Alert tab, select an option from the Style 
drop-down list (see Figure 2-14) to determine whether 
Excel warns you about an invalid entry or stops you 
from entering an invalid entry. 




6. Click OK. 



Data Validation 



bettings 



Input Message Error Alert 



Validation criteria 
Allow: 



Data: 



Source: 



0 Ignore blank 
0 In-cell dropdown 



I] Apply these changes to all other cells 



gongs 



Cleat All 



OK 



Cancel 



Figure 2-13: Create a list of acceptable options 
or select one from the worksheet 
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Settings Input Message 



Error Alert 



0 Show error alert after invalid data is entered 
When user enters invalid data, show this error alert: 
Styje: Title: 



Stop 
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Warning 




Information 





Error message: 



Clear All 



OK 



Cancel 



Figure 2-14: Determine the action to take upon 
invalid data entry 
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This chapter is all about the math. With Excel, you can create formulas to 
perform calculations. The calculations can be simple such as adding 2 
plus 2 or they can be extremely complex such as those used to calculate 
depreciation. But don't despair; you don't have to do most of the work. 
Excel includes over 230 built-in calculations in nine different categories, 
which are called functions. 

Functions contain arguments, which appear in parentheses following the func- 
tion's name. The arguments are the details you provide to Excel indicating 
which numbers to calculate in the function. Some functions require several 
arguments to function correctly but again, don't worry; Excel contains a 
Function Wizard to walk you through the entire process. 

The primary tasks in this chapter include 

Creating simple and complex formulas by typing them into a cell. 

Analyzing data with Excel's timesaving functions. 

Creating cell ranges separated with a colon for a sequential cell 
selection or by a comma to list specific cell locations. 

Evaluating formula errors and locate a cell's precedents and 
dependents. 




Get ready to. . . 

Create Simple Formulas with Operators 22 



* Create Compound Formulas 23 

* Add Numbers with AutoSum 24 

■» Find an Average Value 24 

Copy Formulas with AutoFill 25 

Edit a Formula 25 

Define an Absolute Formula 26 

Copy Values Using Paste Special 26 

Build a Formula with the Function Wizard ....27 

* Generate an IF Statement Formula 28 

^Troubleshoot Formula Errors 29 

* Audit Formulas 30 
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Create Simple Formulas 



r~ Create Simple 

D r o pH®9K& 



/. Enter values in two different cells; however, formulas do 
not need to reference a cell address. They can contain an 
actual number. 

2. In the cell that you want the calculation of the two val- 
ues, type an equal sign (=). All formulas begin with an 
equal sign. 

3- Type the first cell address or type the first value you want 
to include in the formula. In the example in Figure 3-1, 
I'm adding two cell references (B5 and B6) together. 

4. Using the keys on the main part of your keyboard or 
from the numeric keypad, type an operator. Operators 
include the following: 

• The plus sign (+) to add 

• The minus sign (-) to subtract 

• The asterisk ( * ) to multiply 

• The slash (/) to divide 

5. Type the second cell address or the second value you 
want to include in the formula. 

6. Press Enter and Excel displays the results of the calcula- 
tion in the selected cell. (See Figure 3-2.) 



The formula bar at the top displays the actual formula. 
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Formulas can have multiple references. For example, you could 
have a formula =B5+B6+B6+B8. Formulas with multiple operators 
are called compound formulas. 
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Figure 3-1: All formulas begin with the equal sign 
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Figure 3-2: A simple formula 
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Create. Compound Formulas 
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or more different cells. 

2. Select the cell where you want the formula. 

3. Type the equal sign and then the first cell reference. 

& Type the first operator and then the second cell reference. 
5- Type the second operator and then the third cell reference. 

Compound formulas are not limited to three references. They can 
contain many different cell references and you can use cell refer- 
ences multiple times in a compound formula. 

6. Press Enter. Excel displays the results of the calculation 
in the selected cell. The actual formula appears in the 
formula bar as shown in Figure 3-3. 

If you were paying attention in your high school algebra class, you 
may remember the Rule of Priorities. In a compound formula, Excel 
calculates multiplication and division before it calculates addition 
and subtraction. This means that you must include parentheses for 
any portion of a formula you want calculated first. As an example, 
in Figure 3-4, you see where the formula 3 + 5*2 gives a result 
of 13, but (3 + 5) *2 gives a result of 16. 



You can include range names in formulas such as =D2 3* 
CommissionRate where a specific cell was named 
CommissionRate. See Chapter 2 about using range 
names. 

Compound formulas can have multiple combinations in parentheses 
and can contain any combination of operators and references. A for- 
mula might read ( (B5+C5) 12) * Sal esTax, which 
would add B5 and C5, divide that result by 2 and then multiply 
that result times the value in the cell named SalesTax. 
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Figure 3-3: A compound formula 
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Figure 3-4: The Rule of Priorities in action 
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_~ AddJVumkers itiith Auto Sum 

ll\JWeath a sequential list of values. 

2. Click the AutoSum (X) button on the toolbar. Excel 
places a marquee (marching ants) around the cells 
directly above the current cell. (See Figure 3-5.) 

If the cells directly above the current cell have no values, Excel 
selects the cells directly to the left of the current cell. If you want to 
add a group of different cells, highlight the desired cells. 

3- Press the Enter key to display the sum. 

The formula bar displays the actual formula that begins with the equal 
sign and the word SUM. The selected cells are shown in parenthe- 
ses and the beginning and ending cells are separated by a colon. 

Find an Atferaqe Value 

h After selecting the cell beneath a sequential list of values, 
click the arrow next to the AutoSum button. Besides the 
Sum operation, Excel displays a list of other calculation 
options as shown in Figure 3-6: 

• Average: Calculated by adding a group of numbers 
and then dividing by the count of those numbers. 

• Count: Counts the number of cells in a specified 
range that contains numbers. 

• Max: Determines the highest value in a specified range. 

• Min: Determines the lowest value in a specified range. 

2. Choose Average and then press Enter to select the mar- 
quee. The selected cell displays the average value. 
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Figure 3-5: Using the AutoSum function 
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Edit a Formula 



_ Copy-Formulas u 

DropBooKa 



ormutas With AutoFill 




Lula, position the mouse on the 
AutoFill box in the lower-right corner. Make sure the 
mouse pointer turns into a black cross. 

2. Drag the AutoFill box to include the cells you want to 
copy the formula to and then release the mouse button. 
(See Figure 3-7.) The AutoFill method of copying formu- 
las is helpful if you're copying a formula to surrounding 
cells. 



When you copy a formula, the formula actually changes because a 
copied formula is relative to the position of the original formula. 
For example, if the formula in cell D23 is B2 3 + C2 3 and you 
copy the formula to the next cell down, to cell D24, Excel automat- 
ically changes the formula to B2 4+C2 4. If you do not want 
the formula to change when copied, you must make the originating 
formula an absolute formula (see the "Define an Absolute 
Formula" section coming up). 



Edit a Formula 

h Double-click the cell containing the formula you want 
to edit (or press F2). The cell expands to show the for- 
mula instead of the result. (See Figure 3-8.) 

2. Use the arrow keys to navigate to the character you want 
to change. 

3- Delete any unwanted characters by pressing the Backspace 
key and type any additional characters you want to add. 



Press the Delete key to delete the entire formula and start over. 




4. Press the Enter key. 
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Figure 3-7: Using AutoFill to duplicate a formula 
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Figure 3-8: Edit a formula 
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2. 



e an Absolute Formula 

p&v&m RrciVmula from changing a cell reference as 
you copy it to a different location, you need to lock in 
an absolute cell reference by following one of these 
methods: 

• Lock in a cell location: Type a dollar sign in front 
of both the column reference and the row reference 
(for example $B$2). If the original formula in cell F5 
is =E5*$B$2, and you copy the formula to cell F6, 
the copied formula would read =E6*$B$2 instead 
of =E6 *B3, which is what it would read without the 
absolute reference. (See Figure 3-9.) 

• Lock in a row or column location only: Type a dol- 
lar sign in front of the column reference ($B2) or in 
front of the row reference (B$2). 

Copy the formula as needed to other locations. Notice 
that the absolute cell reference in the original formula 
remains unchanged in the copied formulas. 



Copy Values Using Paste Special 

h Select a cell (or group of cells) containing a formula and 
then choose EditOCopy. A marquee appears around the 
selected cell. 

2. Select the cell where you want the answer; then choose 
EditOPaste Special. The Paste Special dialog box, shown 
in Figure 3-10, appears. 

3- Select the Values option. 

4. Click OK. Excel pastes the result of the formula, not the 
actual formula. If the original formula changes, this 
value doesn't change. 
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Figure 3-9: A formula containing an absolute reference 
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Figure 3-10: Paste only the value, not the formula with the Paste Special feature 



Build a Formula With the Function Wizard 




Buitdut Formula With the Function 

OpMOOKS 

/. Select the cell where you want to enter a function; then 
choose InsertO Function. The Insert Function dialog box 
appears. 

2. Select a function category from the Or Select a Category 
drop-down list. (See Figure 3-11.) 

To make the functions easier to locate, Excel separates them into 
categories including Financial, Date, Math & Trig, Statistical, Lookup 
and Ref, Database, Text, Logical, and Information. For example, 
the Sum function is in the Math category, while Average, Count, 
Max, and Min are Statistical functions. Functions that calculate a 
payment value are considered Financial functions. 

3- Select a function name from the Select a Function list. 
A brief description of the function and its arguments 
appear under the list of function names. 

4. Click OK. The Function Arguments dialog box displays. 
The Function Arguments dialog box you see depends on 
the function you select. Figure 3-12 shows the PMT func- 
tion that calculates a loan payment based upon constant 
payments and interest. 

5- Type the first argument amount or cell reference or click 
the cell in the worksheet. If you click the cell, Excel places 
a marquee around the selected cell. 

6. Press Tab to move to the next argument. 

7. Type or select the second argument. 

8. Repeat Steps 6 and 7 for each necessary argument. 

9. Click OK. Excel calculates the result based on the 
arguments you specified. 



Insert Function 



Search for a function: 



Type a brief description of what you want to do and then 
click Go 



Or select a category: Financial 
Select a function: 
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Calculates the payment for a loan based on constant payments ai 
constant interest rate. 

Figure 3-11: Select from over 230 built-in 
functions 
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Figure 3-12: Specifying arguments for the PMT function 
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Drop 



Gepqrate an if Statement Formula 

lVef sSeelf wrtM£ you want the formula result. 
2. Type the equal sign and then the word IF. 



3. 



5. 

6. 
7. 



8. 
9. 

10. 



Illl 28 




You could also use the Function Wizard to help create an IF state- 
ment. Excel considers IF statements a logical function that contains 
three arguments. The first argument determines whether a speci- 
fied condition is met. If the condition is met (or TRUE), then the 
function returns the value specified in the second argument; if the 
condition is not met (or FALSE), then it returns the values spec- 
ified in the third argument. 



Type an open parenthesis (. 

Begin the first argument by referencing the cell you want 
to check. For example, if you want to check that cell BIO 
is greater than 100, type BIO. 

Type an operator such as equal to (=), greater than ( >), 
or less than (<) and then the value you want to compare. 

Type a comma to begin the second argument. 

Type what you want Excel to do if the first argument 
is true. If you want Excel to display a value or cell 
value, type the value or cell reference, but if you want 
Excel to display text, enclose the text in quotation marks. 
(See Figure 3-13.) 

Type a comma to begin the third and final argument. 

Type what you want Excel to do if the first argument is 
not true. 

Press Enter. Excel displays the results of the analysis in 
the selected cell. In Figure 3-14, you see the result of No 
in cell B8 because the payment amount was not less 
than the limit. 
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Figure 3-13: Entering IF statement arguments 
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Figure 3-14: The results of a statement that was not true 
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\shoot Formula Errors 

tVire Vrfl ^mM[n error message. A Smart Tag, like 
the one in Figure 3-15, appears. 

2. Click the Smart Tag. A list of options appears. See 
Chapter 15 for more information on Smart Tags. 

3- Depending on the error type, edit the formula as needed: 

• DIV/O!: Divide by zero error. This error means the 
formula is trying to divide by either an empty cell or 
one with a value of zero. Make sure all cells referenced 
in the division have a value other than zero in them. 



#VALUE!: This error means the formula is referencing 
an invalid cell address. An example might be if text is 
in a cell and the formula is expecting a value. You 
may also see this error if you delete a value in a cell 
that was used in a formula. Locate and correct the 
invalid cell reference. 

• NAME#: This error occurs when Excel doesn't recog- 
nize text in a formula, perhaps from a misspelling of 
a range name. Make sure the text name actually exists 
and is spelled correctly. Also verify the spelling of the 
function name to make sure it is accurate. 

• Circular: This means that the formula in a cell is 
referring to itself. Locate the circular reference and edit 
the formula so it does not include itself. Figure 3-16 
shows a circular reference. 



To help determine the nature of the problem or where the problem 
originates, click the drop-down arrow on the Smart button and click 
Show Calculation. Steps display the logic behind the formula. 



Troubtesfioot formula Errors 
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Figure 3-15: Click the Smart Tag to display the error type 
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Figure 3-1 6: A formula referring to its own cell address 
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Chapter 3: Building Formulas 



Drop 



Auftif Formulas 

iC^^^f^^^ rmula AuditingOShow Formula 
Auditing Toolbar. Excel displays the Formula Auditing 
toolbar. (See Figure 3-17.) 

Pause the mouse over each tool to see its function. 



3. 



4. 



5. 



6. 



8. 
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2. Select a cell. 



To trace where formulas refer to the selected cell, click the 
Trace Dependents icon. Blue tracer arrows like the ones 
you see in Figure 3-18 appear on the screen. The arrows 
indicate that both cells B6 and B9 use the value in cell B2. 



Red arrows indicate cells that cause errors and a black arrow points 
from the selected cell to a worksheet icon if the selected cell is ref- 
erenced by a cell on another worksheet or workbook. 





Dependent cells are those that contain formulas that refer to other 
cells. Precedent cells are those that are referred to by a formula in 
another cell. 



Click the Remove Dependent Arrows icon to remove the 
dependent tracer arrows. 

Select the cell that contains the formula for which you 
want to find precedent cells. 

Click the Trace Precedent icon. Arrows appear indicating 
which cells are used in the selected formula cell. 



7. Click the Remove Precedent Arrows icon to remove the 
precedent tracer arrows. 



To close the Formula Auditing toolbar, choose ToolsO 
Formula AuditingOShow Formula Auditing Toolbar. 
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Figure 3-17: The Formula 
toolbar 
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Figure 3- 18: Tracer arrows 
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M M/hoevev said "Looks aren't everything" didn't stare at an unformatted 
WW Excel spreadsheet. Columns often aren't wide enough, fonts are too 
small to read, dates display in an unusual manner, and when you have 
columns of data stacked next to each other, sometimes the information 
begins to overlap. 

Fortunately, Excel includes a plethora of features to make your data look 
more presentable and easier to read. Here are some of the Excel formatting 
features you'll discover in this chapter: 

The ability to change the font type, size and style of text, values, 
or dates. 

Change the alignment of data in a cell from the standard left aligned 
for text and right aligned for values or dates. 

"^ Create titles using the Excel Merge and Center button. 

"^ Change column width and row heights. 

The ability to use Excel's predefined AutoFormats. 

"^ The use of styles for report consistency. 
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Data 

lcef tV^ctlre^wu want to align. 
Click an alignment button on the Formatting toolbar: 

• Left: Lines the data along the left edge of the cell. 

• Center: Centers the data in the middle of the cell. If 
you modify the column width, the data remains cen- 
tered to the new column width. Cells B4 through F4 
are center aligned in Figure 4- 1 . 

• Right: Lines the data along the right edge of the cell. 



Values formatted as currency or commas can only display as right 
aligned. 




Format Values 
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Figure 4-1: Text and values center aligned 
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Select the cells containing values you want to format. 

On the Formatting toolbar, click the Currency Style, 
Percent Style, or Comma Style button. Figure 4-2 shows 
values in column B, C, and D in Comma Style; column 
E is in Currency Style; and column F is in Percent Style. 



Cells displaying //////////// indicate the cell is not wide enough to display 
the complete number. Widening the column displays the number. 



To remove digits to the right of the decimal point, click 
the Decrease Decimal button on the Formatting toolbar. 
Each click removes the number to the far right of the 
decimal point. Click enough times and the decimal 
point disappears. 
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Figure 4-2: Cells formatted at currency, comma, and percentage 
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ant to indent. 

Click the Increase Indent button on the Formatting tool- 
bar. Notice in cells A6 through A9 and A13 through A18 
of Figure 4-3 that each Increase Indent click adds a 
small amount of space between the cell border and the 
data itself. How Excel indents depends on how you for- 
mat the cell: 

• If the data is left aligned: Excel indents to the left. 

• If the data is right aligned: Excel indents to the right. 

• If the data is centered: With the first click, Excel 
indents to the right, but subsequent clicks cause 
Excel to move the data to the left. 

Click the Decrease Indentation button to remove indentation. 




Create a Title by Merging Celts 

h Select the cell containing the data you want to merge 
and the cells you want to include in the merge. The data 
cell must be in the left cell of the selection and the 
other cells cannot contain data as shown in Figure 4-4. 

2. Click the Merge and Center button. All the selected cells 
merge into one larger cell and the data is centered. 

After clicking Merge and Center, you can left or right align the cell 
if you don't want it centered. 

Click the Merge and Center button again to unmerge the cells from 
each other. 
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Figure 4-3: Indenting helps set data apart from other cells 
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Figure 4-4: Merging cells together can create a title for your worksheet 
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t Font Attributes 



want to format. 



2. Click the Font drop-down list. A list of available fonts 
appears, as shown in Figure 4-5 . By default, an Excel 
worksheet uses an Arial 10 point font. 

3. Select the font you want to use. Excel displays the 
selected cells in the chosen font. 

4. Select the font size you want to use from the Font Size 
drop-down list. 

5- Click any combination of the Bold, Italic, or Underline 
buttons on the Formatting toolbar. 



Click the Bold, Italic, or Underline button a second time to remove 
the attribute. 
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Figure 4-5: Dress up your worksheet with different fonts, sizes, and attributes 



Wrap Text in a Celt 



1. 

2. 

3. 
b. 
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Illl 3* 



Select the cells you want to format. 

Choose FormatOCells. The Format Cells dialog box 
appears. 

Click the Alignment tab. 

Select the Wrap Text check box from the Text Control area. 

Click OK. In Figure 4-6, you see cells (A10 and A19) 
with the text wrapped. 



Selecting the Shrink to Fit option instead of the Wrap Text option 
allows Excel to automatically change the font size of the selected cell, 
which forces the data to fit in the cell's current width. Use caution with 
this option; the text may become unreadable. 
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Figure 4-6: Worksheet cells with wrapped text 
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Work u/ith Date Formats 




ant to format. 

Choose FormatOCells to display the Format Cells 
dialog box. 

3. On the Alignment tab, in the Orientation section, drag 
the small red arrow to indicate the rotation you want 
for your selected cells. 

4. Click OK. Figure 4-7 shows cells (B4 through D4) with 
text rotation. 



Work With bate Formats 

h Select the cells you want to format. 

2. Choose FormatOCells to display the Format Cells 
dialog box. 

3. Click the Number tab. As you see in Figure 4-8, you can 
select many different value formats. 

4. Click Date. 

5. Select a date format from the Type list. Notice how the 
sample box displays how your data will look with the 
selected formatting. 

If none of the date styles are what you want, you can create a cus- 
tom date by clicking Custom from the Category list. Then in the Type 
box, type how you want the date displayed. Use m for month, d for 
day, and y for year. If you type m, Excel displays the month number. 
If you type mm, Excel displays the month number with a leading 
zero. If you type mmm, Excel displays the month in abbreviated 
form such as Feb. If you type mmmm, Excel displays the month 
spelled out in its entirety (February). Keep an eye on the Sample 
box to view how Excel displays the customized date formats. 

6. Click OK to apply the format. 
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Figure 4-7: Rotating text adds a special effect to your worksheet 
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Date formats display date and time serial numbers as date values. Except for 
items that have an asterisk (*), applied formats do not switch date orders 
with the operating system. 
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Figure 4-8: Applying date formatting 
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Adiust Column Width 



f th<* 



Linns you want to change. 



2. Choose a method to adjust column width: 

• To manually change the width of one column, posi- 
tion the mouse on the right boundary of the column 
heading until the mouse turns into a black bar with 
arrowheads pointing right and left. Drag the boundary 
bar left or right until the column is the width that 
you want. In Figure 4-9, I've expanded column A. 

• To set column width to a specific setting, click any- 
where in the column you want to modify, and then 
choose FormatOColumnOWidth. The Column 
Width dialog box, shown in Figure 4-10, appears. 
Type the exact width you want; then click OK. 



Excel displays cell width in characters and pixels instead of in 
inches. 



To automatically change the width of the column so 
it fits the widest entry in the column, double-click 
the boundary on the right side of the column head- 
ing or select the columns; then choose FormatO 
ColumnOAutoFit Selection. 
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Figure 4-9: Manually changing column width 



Column Width 

Column width: 6 
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Figure 4-10: Seta 
specific column width 




The default column width is 8.43. To change the default column width 
on the current worksheet, choose FormatoColumnOStandard 
Width. Enter the new width; then click OK. All columns, not already 
manually changed, change to the standard width you specified. 
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Change Rou) Height 




e Roul Height 

llj»mV]re t^n^^ou want to change. 




Optionally, select the rows and choose FormatoRowOAutoFit. 




2. Choose a method to adjust row height: 

• To manually change the height of a single row, position 
the mouse on the boundary under the row heading 
until the mouse turns into a black bar with arrowheads 
pointing up and down. Drag the boundary bar until 
the row is the height that you want. In Figure 4-11, 
I expanded row 10. 



Row height is measured in points and depends on the font you are 
using. The default font of Arial 1 0 point, uses a default row height 
of 12.75, but Excel automatically adjusts the row height when you 
select a font larger than the cell height. 



• To set row height to a specific setting, click anywhere 
in the row you want to modify or highlight the desired 
rows; then choose FormatORowOHeight. The Row 
Height dialog box opens, as shown in Figure 4-12. 
Type the exact height you want; click OK. The row 
changes to the height you specified. 

• To automatically change the height of the row so it 
fits the tallest entry in the row, double-click the 
boundary on the bottom of the row heading. 



The square to the left of column A and above row 1 is called the Select 
All square. To change the row height for all rows in the worksheet, 
click the Select All square and follow the steps to change all rows. 
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Figure 4-11: Changing row height 
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ttinq 

as formatting you want to copy. 

Click the Format Painter tool on the Formatting toolbar. 
A marquee surrounds the selected cell and the mouse 
pointer turns into a paintbrush (see Figure 4-13). 

3- Click the cells you want to format. Excel immediately 
applies formats such as font, size, color, borders, and 
alignment. 



Double-click the Format Painter tool to lock it in so you can paint 
additional cells without having to reselect the tool. Click the tool 
again to unlock it. 

To quickly copy the width of one column to another column, select 
the heading of the first column, click the Format Painter tool, and 
then click the heading of the column that you want to apply the col- 
umn width to. 





Use AutoFormats 



h Select the spreadsheet data. 

2. Choose FormatO AutoFormat. The AutoFormat dialog 
box appears. 

3- Select an AutoFormat style. 

4. Click the Options button. The AutoFormat dialog box 
expands as shown in Figure 4-14. 

5. Uncheck any AutoFormat formatting options you don't 
want to use. 



6. Click OK. Excel applies the formatting you choose to 
your selected data. 
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Figure 4-13: Copying formatting with the Format Painter tool 
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Figure 4-14: Save time with AutoFormat 



Manage Formatting Styles 




e Formatting Styles 



atting and choose FormatOStyle. 
Excel displays the Style dialog box shown in Figure 4-15. 

2. In the Style Name text box, type a descriptive name for 
the style such as category, salesperson, or heading. 

3- Remove any check marks from the formatting categories 
you do not want to save with the style. You can retain 
any combination of formatting for a style including 
number style, alignment style, font style, border style, 
pattern style, and whether the cell is protected when the 
worksheet is protected. 

4. Click the Add button and then click Close. 

5- To apply the styles to worksheet cells, select the cells 
you want to have the format style. 

6. Choose FormatOStyle to display the Style dialog box. 

7. Select the style you want to use from the Style Name 
drop-down list (see Figure 4-16). 



To remove a style, select the style name and click Delete. Cells for- 
matted with a style revert to the Normal style. 

Click the Modify button to change any of the existing format 
options. 



8. Click OK. Excel applies the style you selected. 
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Figure 4-1 5: Creating a style 
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Figure 4-16: Select a style name from the list 
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dbfefiWfcCotor and 
Graphics 

Sometimes, even after adding font and style attributes to cell data, you still 
need to call extra attention to specific areas. How about adding a little 
color to the cell data? Or instead of modifying just the data in the cell, how 
about making alterations such as adding a background color or a border? 

And if that's still not enough, you can draw an arrow to point to a specific 
area. What? You can't draw a straight line? That's not a problem because 
with Excel, you don't have to be a gifted artist to draw. Whether you want 
to draw circles, squares, lines, or arrows, Excel provides tools to assist you, 
making the drawing process fun and easy. 

In this chapter, you discover how to 

Add color or lines to text or cells, bringing contrast to particular por- 
tions of your worksheet. 

Use Excel's conditional formatting feature. With this function, you can 
have Excel do the legwork for you when searching for specific criteria 
and flag you by applying special formatting to the cells containing the 
criteria you're looking for. 

Draw arrows, shapes, and annotation boxes, all of which you can add 
depth to with shading and dimension. 

Insert clip art, which is a collection of ready-made computerized graphic 
illustrations, or your company logo and your viewers will sit up and 
take notice of your worksheet. 




Get ready to. . . 

Use Font Color 44 

Apply Shading to Cells 44 

Place Borders Around Cells 45 

Specify Conditional Formatting 46 

Illustrate with Arrows 47 
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,m + Draw AutoShapes 49 

Shade Your Drawings 49 

"^Make Objects 3-Dimensional 50 

Insert Saved Images 50 

-■►Add Clip Art 51 

Manipulate Graphics 52 



Chapter 5: Adding Color and Graphics 



Use-font Color 

DropBooEs 



cells you want to change the text 
color, choose FormatOCells. 

2. Click the Font tab. 

3. Select a color from the Color drop-down list, as shown 
in Figure 5-1. 



4. Click OK. 




Optionally, click the Font Color icon from the Formatting toolbar 
(to add data color) or the Fill Color icon (to add color to the cell 
background). 



Apply Shading to Celts 




h After selecting the cells you want to add background cell 
color to, choose FormatOCells. 



Optionally, click the arrow next to the Fill Color button on the 
Formatting toolbar and select from a broad variety of different shad- 
ing colors. Select No Fill from the options to remove any cell coloring. 



2. Click the Patterns tab (see Figure 5-2), select a shading 
color. 



You can add a background pattern to the selected cells by selecting 
a fill pattern from the Pattern drop-down list. The color box under 
the pattern choices represent the second color used in the pattern. 




Format Cells 
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Figure 5-1: Choosing a font color 
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Figure 5-2: Select a color for the cell 
background 



3. Click OK. 
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Place Borders Around Cells 



Plac&J$order$ Around Cells 

DropMQO&S 



lis you want to add a border to, 
choose FormatOCells. 

2. Click the Border tab. The Border tab appears (as shown 
in Figure 5-3). 

3. Select a line style from the Style area. Choose from solid 
lines to dotted, dashed, or double lines. The default 
option is a thin solid line. 

4. Select a color for the cell border from the Color drop- 
down list. The default color is black. 

5. Select a Preset option: 

• Outline: Place the border around the outside of the 
selected cell range. 

Inside: Place the border along the inside cells of the 
cell range. 



You can optionally select both Outline and Inside to place a border 
around each individual selected cell. 



6. Instead of, or in addition to the Preset options, select 
any of the options in the Border section to apply a 
border of a specific type, such as a diagonal, center, 
or bottom underline. 




7. Click OK. 





Optionally, click the drop-down arrow next to the Border button on 
the Formatting toolbar. As you see in Figure 5-4, you can select 
from a number of predefined border styles. 

Excel also includes a Tables and Borders toolbar from which you can 
select border options. Choose ViewOToolbarsOTables and Borders. 



Format Cells 



Number | Alignment || Font ] Border [ Patterns |[ Protection 



Presets 



Border 



None Outline Inside 



0 



Text Text 



n i \ 




The selected border style can be applied by clicking the presets, preview 
diagram or the buttons above. 



OK 



Cancel 



Figure 5-3: Creating border lines for cells 
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Figure 5-4: The Border button on the Formatting toolbar 
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3. 



4. 



5. 



6. 
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ffu Conditional Formatting 



ftnRci 



want to apply conditional format- 



ting to. 




Ideas for using conditional formatting include locating dates that 
meet a certain condition, such as falling on a Saturday or Sunday, 
specifying highest or lowest values in a range, or indicating values 
that fall under or over a specified amount. 



Choose FormatOConditional Formatting. The 
Conditional Formatting dialog box, shown in 
Figure 5-5, appears. 

Select the criteria you want to use from the second drop- 
down list in the Condition 1 area. Criteria options include 
Equal To, Greater Than, Less Than, and Between. 

Enter the values you want to reference in the text box. 
The number of boxes depends on the condition you 
selected in Step 3. You can type a value here, such as 
500, or you can reference a cell address, such as F13. 

Click the Format button, which displays a modified ver- 
sion of the Format Cells dialog box. 

Specify the format options you want to apply if the con- 
dition you specified is true. You can select from font 
styles, size, borders, patterns, or background color. 

Click OK. A sample of your format appears in the Sample 
area. 

Click OK to apply the conditional formatting or click 
Add to save the condition. Figure 5-6 shows formatting 
options applied to two cells with the specified criteria of 
being less than 30,000. 

To clear conditional formats as well as all other cell formats for 
selected cells, choose EditoClearOFormats. 




Conditional Formatting 



Condition 1 



Cell Value Is v 



less than 



30000 



Preview of format to use 
when condition is true: 



No Format Set 



Format. 



Add » 



Delete. 



OK 



Cancel 



Figure 5-5: Specifying conditions for formatting options 
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Figure 5-6: In this example, conditional formatting options included applying a 
color change and a background color 
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Drop 



lltustmte With Arrows 

X*fow\>tf?on on the Drawing toolbar. The 
mouse pointer turns into a small black cross. 





2. Click and drag the mouse pointer to draw an arrow, as 
shown in Figure 5-7. 

3. Release the mouse button, and the arrow appears on the 
worksheet with a white circle at each end indicating the 
arrow is selected. (See Figure 5-8.) 

By default, Excel draws a black arrow with a thin line and small 
arrowhead. The arrowhead appears at the end of the drawn line. 

Click anywhere in the worksheet to deselect the arrow. Click the 
arrow again to reselect it. 



4. Modify your arrow as needed by clicking these buttons 
on the Drawing toolbar: 

• Arrow Style: Change the arrowhead style or direction 

• Dash Style: Change the line style from a solid line to 
a dashed or dotted line 

• Line Style: Change the arrow thickness 

• Line Color: Change the arrow color 

To delete the arrow, click it and press the Delete key on the 
keyboard. 

See the "Manipulate Graphics" section later in this chapter to mod- 
ify the arrow size, position, or direction. 
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Figure 5-7: Drawing an arrow 
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Figure 5-8: A selected arrow 
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tate With Text Boxes 

OOJx£bE| 




i«^tr*§*i€xi^r*eK tool on the Drawing toolbar. The 
mouse pointer appears as an upside down cross. 

2. Click and drag diagonally to draw the box the approxi- 
mate size you want it. You can resize or move it later if 
necessary. When you release the mouse button you see a 
text box like the one in Figure 5-9. 

3- Type the desired text. 

4. Click outside of the text box to deselect it. 



Depending on the text box size and location, the text box may 
cover up worksheet cells. See the "Manipulate Graphics" section to 
see how to move it out of the way. 



5. Right-click the text box and choose Format Text Box. 
You see the Format Text box, as shown in Figure 5-10. 



Optionally, if you want to format only a portion of the text, select 
the text before displaying the Format Text dialog box. 



6. Select and modify any desired options in the Format 
Text box. Chapter 4 shows you how to use the Format 
Text dialog box. 



To make the text box size fit automatically around the text, select 
the Alignment tab in the Format Text dialog box and check the 
Automatic Size options. 





7. Click OK. 




To delete the text box, click it and press the Delete key on the 
keyboard. 
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Figure 5-9: Annotate worksheet issues with text boxes 
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Figure 5-10: Establish options for a text box 



Shade \lour bravtfinqs 



Drop 



Eqq 




e$ 



s button on the Drawing toolbar. 



2. 



3. 



Select an AutoShape category and then select an 
AutoShape (see Figure 5-11). 

Click and drag diagonally to draw the object the size 
you want it; then release the mouse button. 



Select the AutoShape and begin typing to add text to the shape. 




To delete the AutoShape, click it and press the Delete key on the 
keyboard. 

See the "Manipulate Graphics" section later in this chapter to resize, 
rotate, move, or crop the AutoShape. 



Shade \lour braitiinqs 



h Select the drawn AutoShape, text box, or arrow. Click 
the Shadow Style button on the Drawing toolbar. 

2. Select an option. As shown in Figure 5-12, the object 
takes on a shadowed appearance. 

3- With the shadowed object selected, click the Shadow 
Style button again and click the Shadow Settings button. 
This displays the Shadow Settings toolbar. 

4. From the Shadow Settings toolbar, click any button to 
further modify the shadowed object, such as, turn the 
shadow on or off; increase the shadow direction left, 
right, up, and down; change the shadow color. 

5- Click the Close box on the Shadow Settings toolbar to 
put it away. 
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Figure 5-11: Select from over 1 30 different shapes 
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Figure 5-12: Adding shadow effects to objects 
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Chapter 5: Adding Color and Graphics 




1 Objects 3'Oimensional 

lcef tV^AaV^^iitoShape or text box. 
Click the 3-D Style button on the Drawing toolbar. 

3. Select an option. The object takes on depth giving the 
impression of a 3 -dimensional object. 

4. With the object still selected, click the 3-D Style button 
again and click the 3-D Settings button. The 3-D Settings 
toolbar displays. 

5. From the 3-D Settings toolbar, click any button to fur- 
ther modify the object (see Figure 5-13): 

• Tilt: Controls the object rotation up, down, left, 
or right 

• Depth: Increases or decreases the depth of the 
3-D object 

• Direction: Changes the object perspective 

• Lighting: Displays the 3-D object as though a light 
were shining on it 

• Surface: Gives the object surface the appearance of 
solid matte to wire frame, plastic, or metal 

• Color: Select the object color 

Insert Saved Images 

h Choose InsertOPictureOFrom File. 

2. From the Insert Picture dialog box shown in Figure 5-14, 
select the picture you want to place in the worksheet. 



Illl so 



3- Click the Insert button. Excel places the picture on the 
worksheet. 
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Figure 5-13: Adding depth to objects 
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Figure 5-14: Use this feature to insert your company logo onto 
a worksheet 



Add Clip Art 



— Add£lip Art 

DropBQDka 



ireOClipArt. The Clip Art task pane 
appears on the right, as shown in Figure 5-15. 

2. In the Search For box, type a brief description of the 
type of image you want, such as food, buildings, or 
people. 

3- Choose where you want Excel to search for the clip art 
from the Search In drop-down list: 

• My Collections: Includes searching in your private 
folders such as Favorites and My Documents. 

• Office Collections: Includes clip art installed with 
the Microsoft Office application. These choices are 
organized by category. 

• Web Collections: Includes clip art from the Microsoft 
Office Web site. 
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Figure 5-15: Searching for clip art 




4. Choose the type of image you want from the Results 
Should Be drop-down list. Excel can locate clip art, 
photographs, movies, or sound files. 



Click the plus sign next to any image type to further define the 
search options. 



5- Click the Go button. Excel displays a number of images 
representing the art you specified, such as the images in 
Figure 5-16. 

6. Select the desired image. Excel places the image onto 
your worksheet. 



See "Manipulating Graphics" later in this chapter to resize, rotate, 
move, or crop clip art or other images. 
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Figure 5-16: Placing clip art onto your worksheet 
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Manipulate Graphics 



r~ Manipulate w 

DropBoofe 



ou want to modify. Small white cir- 
cles, called handles, appear around the perimeter of a 
selected object. Arrows typically have two selection han- 
dles while other objects, including images, have eight 
handles. Objects other than arrows also have one small 
green circle called a rotation handle. Figure 5-17 shows 
a selected object. 

2. Perform any of the following actions: 

• Delete: Press the Delete key on the keyboard. 

• Move: Position the mouse pointer over the object, 
but not on the handles. Click and drag the object 
to the desired location. 

• Resize: To resize an object, position the mouse 
pointer over one of the white selection circles and 
drag the circle until the object is the desired size. 

• Rotate Shape: Drag the green rotation handle until 
the object rotates to the desired angle. This does not 
apply to arrows. 

• Rotate Arrow: Drag either of the white circles in the 
direction you want to rotate. 

• Crop: From the Picture toolbar (see Figure 5-18), 
select the Crop tool and drag a corner, top, bottom, 
or side until the unwanted picture portion is 
removed. 



Click the Reset Picture button on the Picture toolbar to restore a 
picture to its original setting. 



3- Click anywhere outside of the graphic to deselect it. 
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Figure 5-1 7: A selected object with eight selection handles and a rotation handle 
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Figure 5-18: Removing undesired areas of a picture 



workbooks 

J\ How me to begin by clearing up a couple of terms. There are worksheets 
¥ \ (sometimes called spreadsheets), which are a single collection of cells 
with up to 65,536 rows down and 256 columns across. Therefore, each 
worksheet can contain up to 16,777,216 cells of data. 

Secondly, there are workbooks, which are a collection of worksheets. By default, 
each time you create a new Excel workbook, it contains three worksheets. 
Each workbook however, can have up to 256 worksheets. The resulting possi- 
ble number of cells in a single workbook is too huge (over 4 billion!) to even 
think about, but the fact remains you could create a single huge workbook. 
Realistically though, you'll probably have a number of different workbooks, 
each with a number of worksheets. 

This chapter is primarily about working with multiple sheets. You discover 
how to insert, delete, move, and copy worksheets, move among the sheets, 
rename the tabs that reference them, and create formulas that reference 
other worksheets or workbooks. 

It's also about protection. Throughout this chapter, you find out about secu- 
rity protection in the form of hiding rows, columns, single worksheets, or 
even entire workbooks. Discover how to lock a sheet so you or others don't 
accidentally overwrite critical formulas or other data. I even show you how 
to protect a workbook with a password so others cannot see it or modify it. 

Finally, I show you how to create hyperlinks to Web sites, other cells or 
workbooks, or create an instant e-mail. 
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Chapter 6: Working With Workbooks 



Insert Additional Worksheets 



DropBaoRs 

1 S-% 1 j^-v T-^ ^— v -w-w- S-\ y-* 



sheet tab and choose Insert. The Insert 
dialog box appears. 

Optionally, choose InsertoWorksheet. 




2. Click Worksheet; then click OK. Excel inserts a new 
worksheet. Excel names by default the first three work- 
sheets Sheet 1, Sheet2, and Sheet3, so new worksheets 
pick up the next number such as Sheet4. You can give 
your worksheet a more appropriate name. See the 
"Rename Worksheets" section. 

3. Click a tab at the bottom of the worksheet. That work- 
sheet becomes the current sheet (see Figure 6-1 where 
Sheet4 is the current worksheet). 



Optionally, press Ctrl+PageUp or Ctrl+PageDown to move between 
worksheets. 




Delete Worksheets 
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Figure 6-1: Inserting a new worksheet 



Miciosnft Excel 



I Data may exist in the sheet(s) selected Far deletion, To permanently delete the data, press Delete. 



Delete 



Caocel 



Figure 6-2: Delete an unwanted worksheet 



/. Choose EditO Delete Sheet. A warning message appears 
as shown in Figure 6-2. 

A worksheet with no data on it doesn't display the warning message. 



2. Click the Delete button. 
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You may want to save your workbook before you delete a worksheet. 
The Undo feature does not work with the Delete Sheet function. 




Rename Worksheets 



DropBoQ 



t£r>^h the worksheet you want to 
duplicate. Choose Move or Copy from the menu. The 
Move or Copy dialog box appears. 

2. Check the Create a Copy box. (See Figure 6-3.) 

3- Select where, in the order of the worksheets, you want 
the duplicate sheet placed. 

4. Click OK. Excel adds another worksheet exactly like the 
current one and names it with a (2) next to it. 



Select a different open workbook from the To Book drop-down list 
in which to place the selected worksheet. 

To quickly move sheets within the current workbook, you can drag 
the selected sheet tabs along the row of sheet tabs. To copy the 
sheets, hold Ctrl, and then drag the sheet tabs, releasing the mouse 
button before you release Ctrl. 




Rename Worksheets 



h Click anywhere in the worksheet you want to rename. 

2. Choose FormatOSheetORename. The worksheet tab 
becomes highlighted. 

3- Type a unique name for the worksheet, as shown in 

Figure 6-4. Two worksheets in a single workbook cannot 
have the same name. 



Move oi Copy 



Move selected sheets 
To book: 



Widget Special Orders.xls 
Before sheet: 



2002 
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(2004 
2005 
Summary 
(move to end) 




Figure 6-3: Duplicating 
a worksheet 
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Figure 6-4: Rename a worksheet 




Worksheet names can contain spaces and many special characters 
such as a dash or number sign, but they cannot contain the slash 
(/), backslash (\) or the asterisk (*). 



4. Press Enter to accept the change. 
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qe Worksheet lab Colors 

QQ ■ojgwtzing multiple worksheets, click any- 
where in the worksheet you want to recolor the tab. 

2. Choose FormatOSheetOTab Color. The Format Tab 
Color dialog box, shown in Figure 6-5, appears. 

3- Select a color. 

4. Click OK. 



When a worksheet with a colored tab is the current worksheet, Excel 
does not display the tab color in full. It displays only a colored line 
under the tab name. The tab becomes full color when it is not the 
active worksheet. 



Hide and Unhide Worksheets 

h Click anywhere in the worksheet you want to hide (hold 
Ctrl for multiple worksheets). 

Optionally, to hide all but one worksheet in a workbook, right-click 
a sheet tab and choose Select All Sheets. Then press Ctrl and click to 
deselect the sheet you do not want to hide. A workbook must con- 
tain at least one visible worksheet. 
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Cancel 



Figure 6-5: The Format 
Tab Color dialog box 
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Figure 6-6: Select a worksheet to unhide 



2. Choose FormatOSheetOHide. Excel hides the worksheet 
from view. All formula references to a hidden worksheet 
are still valid even when a worksheet is hidden. 

3- To unhide the worksheet, choose FormatOSheetO 
Unhide. The Unhide dialog box, shown in Figure 6-6, 
appears, listing all the currently hidden worksheets in 
the active workbook. 

4. Select the worksheet you want to unhide. 



5. Click OK. 
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Redisplay Routs or Columns 




outs ar Columns 

iVt^VmilnM^ row headings you want to hide. 



Press Ctrl to select multiple contiguous or noncontiguous rows or 
columns. 



2. Choose FormatOColumnOHide to hide columns or 
FormatORowOHide to hide rows. Notice in Figure 6-7 
how column D seems to have disappeared. 





formula references in or referring to hidden columns or rows are 
still valid even when hidden. 

Excel gives hidden rows a row height of 0 and hidden columns a col- 
umn width of 0. 

You cannot hide selected cells. It must be an entire row or column. 



Redisplay Routs or Columns 



h Select the columns before and after the hidden column, or 
the rows above and below the hidden row. In Figure 6-8, 
because column D is hidden, I selected columns C and E. 



To unhide Row 1 or Column A, choose EditoGo To. In the Reference 
box, type Al, and then click OK. Then proceed to Step 2. 

To redisplay all hidden rows at the same time, click the small gray 
square above row 1 and to the left of column A, and then follow 
Step 2. 



2. Choose FormatOColumnOUnhide to unhide a column 
or FormatORowOUnhide to redisplay hidden rows. 
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Figure 6-7: Temporarily hide selected columns or rows 
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Figure 6-8: Unhide columns and rows 
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2. 

3. 
It. 
5. 



ck Celts 

dre^mi want to allow users to modify after 
you apply worksheet protection. 



When you apply worksheet protection, Excel assumes cells are 
locked unless you specify which cells you want unlocked. You need 
to unlock these cells before you apply worksheet protection. 



Choose FormatOCells, which displays the Format Cells 
dialog box. 

Click the Protection tab, as shown in Figure 6-9. 
Deselect the Locked option. 
Click OK. 




Retook Celts 

h Unprotect the worksheet if protected. (See the next sec- 
tion, "Protect Worksheets/') 



You may be prompted for a password to unprotect the worksheet. 




2. Select the cells you want to relock. 

3. Choose FormatOCells. 

4. Click the Protection tab and select the Locked option 
(see Figure 6-10). 

5. Click OK. 

6. If needed, apply worksheet protection again. 
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Figure 6-9: Unlocking specified cells 



Foiimit Cells 
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Numbe r 1 Alignment | Font ' Border Patterns Protection 



0 locked' 
□ Hidden 



Locking cells or hiding formulas has no effect unless the 
worksheet is protected. To protect the worksheet, choose 
Protection from the Tools menu, and then choose Protect 
Sheet. A password is optional. 



OK 



Cancel 



Figure 6-10: Relocking cells to prevent 
unwanted changes 
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Protect Worksheets 



Protect Worksheets 



DropBoaRa 



ie sheet you want to protect. 
Choose ToolsOProtectionOProtect Sheet. The Protect 
Sheet dialog box appears, as shown in Figure 6-11. 



A good reason to protect a worksheet is to protect formulas from 
accidental change. 



2. Verify the Protect Worksheet and Contents of Locked 
Cells box is checked. 

3- Optionally type a password to allow a user to unprotect 
the worksheet in the Password to Unprotect Sheet box. 



Passwords are case sensitive. 






From the Allow All Users of the Worksheet To box, 
select any options a user is allowed to change without 
unprotecting the worksheet. 



Deselecting the Select Locked Cells option doesn't allow an unau- 
thorized user to even click a locked cell. 



5. Click OK. 

6. If you generated a password, a Confirm Password dialog 
box appears. Retype the password and then click OK 
again. 

7. Try to change a locked cell in a protected worksheet. 
Excel displays the error message in Figure 6-12. 

8. To unprotect the worksheet, choose ToolsOProtectionO 
Unprotect Sheet. Excel prompts you to enter the pass- 
word if you originally supplied one. 



Protect Sheet 



0 Protect worksheet and contents of locked cells 
Password to unprotect sheet: 
—I 



Allow all users of this worksheet to: 

Select locked cells 

Select unlocked cells 
Format cells 
Format columns 
Format rows 
Insert columns 
Insert rows 
Insert hyperlinks 
Delete columns 
Delete rows 



OK 



Cancel 



Figure 6-11: Protect a single 
worksheet 
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Figure 6-12: You're prevented from making changes 
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Create file Passwords 



Create hie ra 

DropHQQKs 



As. The Save As dialog box appears. 



2. Click the Tools button and then select General Options. 
The Save Options dialog box appears (see Figure 6-13). 

3. Type a password in the Password to Open text box if you 
want users to enter a password before they can even open 
and view the workbook. 

4. Type a password in the Password to Modify text box if 
you want users to enter a password before they can mod- 
ify the workbook. Users must have the workbook open 
before they're prompted for the password to modify. 

5. Click OK. 

6. Retype the password to open; then click OK. 

7. Retype the password to modify; then click OK. 

8. Click the Save button. 



Click the Yes button if you're prompted to overwrite the file. 
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9. Open the password-protected file and the Password dia- 
log box opens, as shown in Figure 6-14. 

10. Type the password and click OK. If you opted for a 
password to modify, Excel prompts you for the modify 
password. 

/ /. Type the modify password and click OK. The protected 
file opens. 




To remove passwords, repeat Steps 1 through 5, but make the pass- 
word boxes blank. 
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Figure 6-13: Protecting a workbook from unwanted viewing 
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Figure 6-14: Enter the 
password 



Include a Reference in a Formula 




te a Reference to 
QQk&eet 




h Click the cell in which you want to create a reference. 

2. To display a value located in a cell on a different work- 
sheet, but in the same workbook, type the equal sign (=). 

3. Click the worksheet tab containing the cell you want 
to reference and then click the actual cell you want to 
reference. 

4. Press the Enter key. In the current cell, Excel displays the 
equal sign, the worksheet name, an exclamation point, 
and the cell reference. (See Figure 6-15.) 



To display a value located in another cell on the same worksheet, 
type the equal sign and then the cell address; for example: =B45. 
If the value in B45 changes, the cell with the reference to B45 
changes also. 



Include a Reference in a Formula 

h To include in a formula a cell located on a different 
worksheet but in the same workbook, begin the formula. 

2. Click the worksheet containing the cell where you 
want to position the distant cell reference; then click 
the actual cell. 

3- Finish the remainder of the formula. Figure 6-16 illus- 
trates an example of a formula using a reference to a 
different worksheet. 



Formulas referencing other worksheets or other workbooks can 
also be compound formulas or used in a function. 
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Figure 6-15: Creating a reference to another worksheet in the same workbook 
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Figure 6-16: Including a reference in a formula 
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Crass* Reference Other Workbooks 



r~ wass-Kererem 

DropB P o,61s 



2. 

3. 

It. 

5. 
6. 



7. 



8. 



Ill « 



ok to which you want to refer (for 
example, Workbook2). 

Click the desired cell in the workbook you want to cre- 
ate a reference (for example, Workbookl). 

In Workbookl, begin the formula or reference with an 
equal sign (=). 

If using a function or formula, enter any portion that 
you want to precede the cross reference. 

Click the cell that you want to reference from Workbook2. 

Finish any remainder to the formula or press the Enter 
key Excel displays the following: the equal sign, an 
apostrophe, the Workbook2 filename in brackets, the 
worksheet name, a closing apostrophe, an exclamation 
point, and the cell reference. For example, [Sales . 
xls ] January 1 ! $E$10 refers to the value in cell E10 
of the sheet January in the Excel file named Sales. See 
Figure 6-17 for an example of a cross reference. 



Excel uses absolute references (with dollar signs) when referring 
to other workbooks. 



Open the workbook that contains the cross-reference. 
Excel display the dialog box shown in Figure 6-18, 
prompting you to update the cross-referenced cell. 




Click Update if you want Excel to check the originating 
workbook for changes to the referenced cell, or click the 
Don't Update button to leave the cell reference with the 
last saved contents. 
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Figure 6-17: Create a reference to another workbook 
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Figure 6-18: Updating a cross-referenced cell 



Insert a Hyperlink 




a Hunertink 



M^K)f g^a^flic object; then choose InsertO 
Hyperlink. The Insert Hyperlink dialog box, shown in 
Figure 6-19, appears. 

2. Select an option depending on what you want to link to: 

• Another file: Locate and select the filename. When 
the user clicks the link, the referenced file opens. 

• A Web site: Enter the Web address in the Address text 
box. When the user clicks the link, the browser opens 
to the referenced Web page. 

• A different cell in the current workbook: Click the 
Place in This Document button, and then specify 
which worksheet and cell location you want to refer- 
ence. When users click this link, they're redirected to 
the specified cell address. 

• An e-mail: Click the E-mail Address button, and 
then enter the recipient's e-mail address and a sub- 
ject. When the user clicks the link, the user's e-mail 
program starts (see Figure 6-20). 



3. Click OK. 





To remove a hyperlink, right-click the link and choose Remove 
Hyperlink. The text that was entered for the hyperlink remains in 
the cell. 

Another method to add a hyperlink is with the Excel Hyperlink func- 
tion. In the cell where you want the link, type =HYPERLINK 
("FullPathNameV'TextToDisplay"). For example, if you type 
in cell B3 =HYPERLINK( // C:\iractice.xlsV / Click here to open 
the practice file"), cell B3 displays Click here to 
open the practice f i 1 e, and when you click 
the link, it opens a worksheet named PRACTICE . XLS. Be 
sure to include the quotation marks. 



Insert Hypeilink 



Link to: 



Existing File or 
Web Page 



Place in This 
Document 

J 

Create New 
Document 



E-mail Address 



Text to display: Click here to view details 
Look in: 



ScreenTip., . 



Current 
Folder 
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5 | Bookmark. . . 
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V 



OK 



Cancel 



Figure 6-19: Creating a hyperlink 
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Chapter 6: Working With Workbooks 



DropBooks 



III! w 



Part III 

DropBooks viewing Data in 

Different Ways 



The 5 th Wave By Rich Tennant 




Drop 
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ilrSwen 68 

Freeze Worksheet Titles 69 

Hide an Open Workbook 70 

Arrange Windows 70 

Compare Spreadsheets 71 

View Excel in Full Screen View 71 

Add Cell Comments 72 

Work with Cell Comments 72 

Save as a Template 73 

Open a Template 73 

Customize Excel Viewing Options 74 

Chapter 8: Sorting Data 75 

Use the Toolbar to Sort 76 

Work with the Sort Command 77 

Sort by Multiple Criteria 78 

Create a Customized List 79 

Sort by Date, Month, or Custom List 80 

Search for Data 81 

Find All Data Occurrences 82 

Locate Cells Based on Format 82 

Use the Replace Command 83 

Chapter 9: Creating Charts with Excel 85 

Create a Basic Chart 86 

Work with the Chart Wizard 88 



Change the Chart Type 90 

Include Titles and Labels 91 

Customize the Chart Legend 91 

Modify Chart Attributes 92 

Add Graphic Images to a Series 92 

Change a Chart Location 93 

Add a Data Table 93 

Enhance to a 3-D Chart 94 

Add or Delete Data 95 

Format the Value Axis 95 

Create an Organization Chart 96 

Chapter 1 0: Printing Workbooks 97 

Spell Check 98 

Preview Before Printing 99 

Add a Manual Page Break 100 

Set a Specific Area to Print 100 

Adjust the Paper Size and Orientation 101 

Make Worksheets Fit Better on a Page 101 

Set Page Margins 102 

Add a Standard Header or Footer 102 

Create a Custom Header or Footer 103 

Specify Repeating Rows and Columns 104 

Print Gridlines and Row and 

Column Headings 104 

Print Worksheets and Charts 105 

E-Mail a Workbook 105 



(GfBW0i&4 Worksheet 



Someone once wrote about the importance of seeing and being seen. 
While I'm sure that quote referred to people, it also can apply to 
your Excel worksheets. You need to see them in many different contexts. 
That's what this chapter is about — seeing your workbook from different 
perspectives: 

► Viewing alternatives such as zooming in or out, or seeing the work- 
sheet without toolbars and other screen elements. 

► Splitting your screen to see multiple sections of a worksheet at the 
same time or viewing multiple worksheets together. 

► Freezing portions of a worksheet so you can see category or row 
headings. 

► Adding non-printing comments, which are similar to sticky notes for 
individual cells. 

► Quickly and temporarily hiding open workbooks — perhaps to pro- 
tect them from prying eyes. 

► Creating templates that can bring consistency, such as the company 
standards or personal preferences, to your workbooks. 

► Options that change the way you view the Excel workbook. For example, 
see the actual formulas instead of viewing only the formula results. 



Go ahead, take a look! 




Get ready to. . . 

"^Zoom In or Out 68 

Split the Excel Screen 68 

Freeze Worksheet Titles 69 

Hide an Open Workbook 70 

Arrange Windows 70 

Compare Spreadsheets 71 

■^View Excel in Full Screen View 71 

■■►Add Cell Comments 72 

Work with Cell Comments 72 

■^Save as a Template 73 

Open a Template 73 

Customize Excel Viewing Options 74 
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Zoom In on Out 



r~ Loom w or, vu\ 

DropEQQks 



om. The Zoom dialog box appears, 
shown in Figure 7- 1 . 



Optionally, click the Zoom drop-down list on the Standard toolbar. 




2. Select a magnification percentage. A higher zoom setting 
makes the text appear larger so you see less on-screen; a 
lower zoom setting shows more on-screen, but the data 
appears smaller. Zooming does not affect the printed 
data size. 



You can select the Custom option and enter your own magnifica- 
tion percentage. Zoom values are from 10 to 400. 



3. Click OK. 




Spilt the Excel Screen 



Click anywhere in a row and column where you want to 
split your screen. 

Choose WindowOSplit. Excel splits the window hori- 
zontally into two or four panes each separated from 
other panes, by bars. Each pane has its own set of scroll 
bars (see Figure 7-2). 

Drag the horizontal split bar up or down or the vertical 
split bar left or right to resize the window sections. 



Choose WindowOUnsplit to remove the split or double-click any 
part of the bars that divide the panes. 
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Figure 7-1: Select a zoom percentage 
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Figure 7-2: Splitting a window to view different areas of the worksheet simultaneously 



Freeze Worksheet Titles 



Freeze. Worksheet Tides 



freeze, wornsnei 

DropBooRa 



nt to freeze: 



• Columns: Select the column to the right of the 
columns you want to freeze. For example, click 
cell Bl to freeze only column A. 

• Rows: Select the row below the rows you want to 
freeze. For example, click cell A4 to freeze rows 

1, 2, and 3. 

• Columns and rows: Click the cell below the rows 
and to the right of the columns you want to freeze. 
For example, click cell B5 to freeze both column A 
and rows 1 through 4 (as shown in Figure 7-3). 

2. Choose WindowOFreeze Panes. A thin black line appears 
to separate the sections. As you see in Figure 7-4, as 
you scroll down and to the left, rows 1, 2, 3, and 4 and 
column A remain visible even though you see rows 7 
through 27 in the bottom section and columns H 
through P on the right. 



Normally, when you press the Home key, Excel takes you to cell Al . 
However, when Freeze Panes is active, pressing the Home key takes 
you to the cell just below and to the left of the column headings. 



3- Choose WindowOUnfreeze panes to remove the freeze 
from row and column headings. 
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Figure 7-3: Cells above and left of the current cell will be frozen 
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Figure 7-4: Keep titles visible by freezing the panes 
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Hide, an Open 

DropBjaoEs 



Workbook 



rkbook, choose WindowOHide. The 
open workbook hides from view. The Excel program 
remains open as you see in Figure 7-5, but the work- 
book itself doesn't display. 



You can't find the hidden workbook name on the Window menu. 




2. 



3. 



Choose WindowOUnhide. The Unhide dialog box 
appears, displaying a list of hidden open workbooks. 

Select the workbook you want to unhide and click OK. 
The workbook redisplays. Q 



Arrange Windows 



Open two or more workbooks. Choose WindowO 
Arrange. The Arrange Windows dialog box, shown in 
Figure 7-6, appears. 

Make a selection: 

• Tiled: The open workbooks don't overlap. 

• Horizontal: The open workbooks are stacked on top 
of each other. 

• Vertical: Lays the open workbooks side by side. 

• Cascade: Arranges the windows to overlap each 
other, keeping the title bar visible. 



3. Click OK. 
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Maximize the workbook to return it back to a larger size. 




Figure 7-5: Hidden workbooks are open but don't display 



Arrange Windows 



Arrange 

Horizontal 
I Vertical 
Cascade 
O Windows of active workbook 



iwancel 



Figure 7-6: Arranging 
to see multiple worksheets 



View) Excel in Full Screen Vieu) 



Compare Spreadsheets 

DropEadfcSs 



Choose WindowOCompare Side by Side with other file- 
name. The two workbooks are split horizontally on the 
screen and a Compare Side by Side toolbar appears, as 
shown in Figure 7-7. 

Click the Synchronous Scrolling button to scroll the two 
windows simultaneously. Click the button again to scroll 
them independently. 

Click the Reset Window Position button if you want to 
reset the workbook windows to the positions they were 
in when you first started comparing workbooks. 

Click the Close Side by Side button to return the win- 
dows to normal size. 



View) Excel in Futt Screen View) 

h Choose ViewOFull Screen. Figure 7-8 shows a worksheet 
in full view. Notice the title bar and toolbars are hidden. 
Besides the worksheet itself, only the row and column 
headings, the menu bar, and the Full Screen toolbar 
remain. 



If you want to see a particular toolbar while in Full Screen view, 
choose ViewOToolbars and select the toolbar you want to use. 



2. Click the Close Full Screen button to return to 
Normal view. 



If you closed the Full Screen toolbar, restore the screen to normal 
by choosing ViewOFull Screen. 
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Figure 7-7: Comparing data between two different workbooks 
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Celt Comments 

0t0cK3 



lcef tP^dl\^M want to add a comment to. Choose 
InsertOComment. A small red arrow appears in the 
upper-right corner of the cell with a yellow note. 

2. Enter your comment text in the comment box. Format 
the text by choosing FormatOComment. 

3- Click the mouse anywhere outside of the comment box. 

4. Pause the mouse over the red triangle to read the com- 
ment. Figure 7-9 shows a comment. 

When printing the worksheet, comments do not print. 




Work tilth Ce(( Comments 



i. 



2. 
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Right-click a cell with a comment. A shortcut menu 
appears. 

Select an option from the menu (see Figure 7-10): 

• Show/Hide Comments: Keep the comment visible 
on-screen. 



Optionally, choose ViewOComments to keep comments visible 
on-screen. 



• Delete Comment: Get rid of the comment. 

• Edit Comment: Make any typing or formatting 
changes to the comment. 



Optionally, control how Excel manages comments by choosing 
ToolsOOptions and making a selection in the Comments section of 
the View tab. 
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Figure 7-9: View cell comments 



f; |Hp Edit Vi-^ |i— n i umir Unii feift Wmilm H-lp 



-f 



7 



> 



Salesperson Amunry HAjmctnf March 



0 §TT1 

Sparer 

11 Ah.. 
U I'.K . ' 
IVJbe 
bm*s 

■jvsm 

JftffXn* 

ift rim 

.7 T01N.S 
.■■ir., qimi i ; Tier? . 




« H I _ i 

LIMIT SW.eS &V SALtSFtPSON 





97 


ifta 


123 














Pr'-rtt tj-j*! II 












Chin f nnl.nta 




L'lll Cvmmint 



I-'- 



Sfeft Hiil niiii»n«i 

l l.h J ll-.hVII | llt_ 

Ml frllLll 

I', i 



| nut 



hi is* — 

i^329 , 2.326 7j63S 



April 


May 


Jme 


lhv 


Aj it ill- 


September 


1 1: 


IMJ 




10? 


L5M 


126 


14E, 


1^2 




16 L 


20J 


OB 


■i 




fi7 


77 


w 


Trt 


w 




too 


ns 








J.-H 


lift 


£16 


.•;m 


2M 


I2£ 




lit- 


L53 


EM 


:» 


:i5 


u* 


.10= 


1J5 


t56 


:4? 


ise 


167 


172 


19E 


24s 


l. V - 


(S5 


72 






Of 




I5& 


IS 


1*7 


IB4 


&i 


?2* 


101 


UJ 


v: 


tjW 


M7 




*v) 


58 




70 


77 




11J 


101 




LL" 




J .Zt, 


MB 


157 


no 


irjt 


.1>J 




71 


7> 




77 


LCH 


m 




1L* 


J3CO 


115, 


144 




use - 


3t?q 


18t: 


216 


»l 


2*1 




12* 


lit 


13* 


m 


Stii 


115 


!Ii 


JO? 




»56 


147 


1*7 2 


ier 


17? 


198 




233 






J&j 


36-3 


aq: 


^56 






ITS 






M6 


2.B62 


2.578, 
1* 


2.901 


3J9fl 


3-926 





Figure 7-10: Comment options 



Open a Template 



_~ Saw 

Drop 



Satf&M$ a Template 

Il\%§Rbook. Templates can store cell, 
worksheet and page formats, print settings, styles, the 
number and type of sheets in a workbook, protected 
and hidden areas of the workbook, page headers, row 
and column labels, data, graphics, formulas, charts, data 
validation settings, custom toolbars, macros, hyperlinks, 
and workbook calculation and window view options. 

2. Choose FileOSave As. The Save As dialog box appears. 

3. Type a name for the template in the File Name text box. 

4. Choose Template from the Save As Type drop-down list. 
Excel automatically saves the template in the default 
template location (see Figure 7-11). 

5. Click the Save button. 

6. Close the workbook. 



Open a Template 

h Choose FileONew. The New Workbook task pane opens. 



Clicking the New button on the Standard toolbar automatically cre- 
ates a new blank worksheet, not from a specially saved template. 



2. Click On My Computer. The Templates dialog box, 
shown in Figure 7-12, opens. 



Click Templates on Office Online in the New Workbook task pane 
to view a great collection of mostly free templates. 
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Figure 7-11: Saving a template 
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Figure 7-12: Create a new file based on a template 



3. Select the template you want to use. 

4. Click OK. 
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Chapter 7: Changing Worksheet Vieu)$ 




wize. Excel Viewing Options 

%m&¥6 JlsV*©ptions. The Options dialog box appears. 

2. Click the View tab (see Figure 7-13) and then select any 
desired options: 

• Show: Select the items you see on the screen such as 
the formula bar or status bar. If you remove the check 
mark from the Startup Task Pane, Excel only displays 
the task pane if you select an option that requires it — 
such as when inserting clip art. 

• Comments: Determine how you want to see cell 
comments (see the "Work with Cell Comments" 
section, earlier in this chapter). 

• Objects: Establish whether or not to display objects 
such as arrows, clip art, or text boxes, or to show only 
a placeholder for them. 

• Window Options: Select the Formulas option to turn 
on formulas; Excel displays the formula in a cell, not 
the result (see Figure 7-14). This is extremely helpful 
when troubleshooting formula problems. Additionally, 
select the Zero Values option to leave the cell blank 
or with a dash if the cell value is zero. 



Control the gridline display in the Window Options category. 




Click the General tab and choose Rl CI reference style if you want 
Excel to display the columns in numbers instead of alphabetic 
characters. 



Options 
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Color 



International 



Save 



Error Checking Spelling Security 



View ] Calculatio n || Edit || General || Transition Custom Lists ! | Chart 

Show 

□ Startup Task Pane 0 Formula bar 0 Status bar 0 Windows in Taskbar 

Comments 

O None © Comment indicator only O Comment & indicator 



Objects 
0 Show all 

Window options 
l~l Page breaks 
l~l Formulas 
0 Gridlines 
Gridlines color 



O Show pjaceholders 



O Hide all 



0 Row & column headers 
0 Outline symbols 
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0 Horizontal scroll bar 
0 Vertical scroll bar 
0 Sheet tabs 



Automatic 



OK 



Cancel 



Figure 7-13: Customize Excel viewing options 




Figure 7-14: Analyze Excel formulas with formulas displayed 



3. Click OK. 



I III 7b 



Sometimes worksheets become quite large, which makes it time-consuming 
and difficult to locate particular pieces of information. If your data is in 
an array, you may find the data easier to view if it is sorted in a particular 
manner. 

Perhaps you have multiple worksheets and you want to locate every occurrence 
of a specific value. Or, maybe you're just a neat freak and want everything to 
be in a particular order. Excel contains features to help keep your worksheets 
in an easy-to-manage sequence. 

Here's what you can expect in this chapter: 

Sort your data in ascending or descending order using either the tool- 
bar or the Excel Sort dialog box. 

Perform a secondary sort if the primary sort has multiple matches. 

Sort data containing days of the week or month names. 

Create a customized list of frequently used names or terms. 

Locate cells containing data you specify, whether the data is part of a 
formula or a resulting cell value. 

Quickly replace data containing certain information with another 
specified set of data. 

Locate all cells with a particular style of formatting and easily replace 
them with a different format. 
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Chapter 8: Sorting Data 




2. 



3. 



6. 




he Toolbar to Sort 

eM£ zMfst m Vwitiguous order with headings specify- 
ing the contents of each column. Figure 8-1 illustrates 
an ideal data array. 

Click any cell containing data in the column by which 
you want to sort. 



If the data is in a connected list, you do not have to select it first. If 
the data is not in an adjoining list, you must first select the entire 
list. If unselected data is in columns next to the selected data, Excel 
may prompt you for more information. 



Click the Sort Ascending button. Excel sorts the entire 
list in ascending order. Text is sorted A-Z; numbers are 
sorted 1-10; and dates are sorted earliest to last. 



Excel sorts in the following pattern: numbers, spaces, special char- 
acters (which are ! "#$ % &()*,./:;? @ [\] A _ % { | } ~ 
+ < = >) and finally, alphabetic letters. 



Click the Sort Descending button. Excel sorts the entire list 
by descending order, as shown in Figure 8-2. Text is 
sorted Z-A; numbers are sorted 10-1; and dates are 
sorted last to earliest. 



If you do not see two sorting buttons (Ascending and Descending), 
choose ViewOToolbarsOCustomize and select the Show Standard 
and Formatting Toolbars on Two Rows option. Click the Close button 
and you can see both the Ascending and Descending Sort buttons. 

If Excel incorrectly sorts a cell that contains a value, make sure the 
cell is formatted as a number and not as text. 
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Figure 8-1: Data for sorting 
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Figure 8-2: A sorted data array 



Work u/ith the Sort Command 



Drop 
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e Sort Command 
Q 

list of data you want to sort. Select 
only a single column of data if you want to sort that 
column independently of the rest of the data. 

Choose DataOSort. The Sort dialog box opens 
(see Figure 8-3). 

If your data includes column headings, select the 
Header Row option in the My Data Range Has section. 
If it doesn't include column headings, select the No 
Header Row option. Excel does not include header rows 
in the sort process. 

From the Sort By drop-down list, select the column by 
which you want to sort (see Figure 8-4). 



If you do not have header rows, Excel displays Column A, Column B, 
and so forth. 



5- Select whether you want to sort the data in ascending or 
descending order. 



Click the Options button if you want to make the sorting case sen- 
sitive (noncapitalized words before capitals). This option is not 
available in PivotTable reports (see Chapter 1 3). 



6. Click OK. Excel sorts data in the following order: num- 
bers, special characters, and finally alphabetic characters. 
Blanks are always placed last. 



When sorting an outline, Excel sorts only the highest-level groups. 
This keeps the detail rows or columns together, even if hidden. (See 
Chapter 1 1 .) 
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Figure 8-3: The Sort dialog box 
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Figure 8-4: Select the sort 
column 
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Chapter 8: Sorting Data 



SoxJLbu Multiple Criteria 



DropBmEs, 
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he list of data you want to sort. 
Choose DataOSort. 

2. If your data includes column description headings, 
select the Header Row option in the My Data Range 
Has section. 



Although the most common sort is to sort by rows, you can also sort 
by columns. In the Sort dialog box, click the Options button, choose 
Sort Left to Right in the Orientation section, and then click OK. 



3- From the Sort By drop-down list, select the first column 
by which you want to sort. Choose whether to sort the 
first criteria in ascending or descending order. 



Excel sorts dates formatted with slashes such as 11/22/68 as 
numeric data. Dates with the day or month spelled out must be 
sorted differently. See the later section, "Sort by Day, Month, or 
Custom List." 



4. Click the Then By down arrow and select the column 
you want to sort by if two or more items are identical in 
the first Sort By option. See Figure 8-5. 

5- Choose whether to sort the second criteria in ascending 
or descending order. 

6. (Optional) Repeat Steps 4 and 5 for a third criterion. 

7. Click OK. Excel performs the sort process. Figure 8-6 
illustrates data rows sorted first by Artist, and then by 
Song Title. 
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Figure 8-5: Select a second 
sort criteria 
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Figure 8-6: A data array sorted by multiple criteria 
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During an Excel sort, apostrophes 0 and hyphens (-) are ignored, 
unless two text strings are the same except for a hyphen. In that 
situation, the text with the hyphen is sorted as the latter. 



Create a Customized List 



Create a Customized List 



r~ Lreate a Lustom 

DropBQoRs 




ns. The Options dialog box appears. 

2. Click the Custom Lists tab. Excel provides two ways to 
create a custom list: 



A custom list can contain text or text mixed with numbers. Use cus- 
tom lists to speed up data entry for commonly used terms such as 
salespeople, regions, or products. 



• To create a list from items you already have entered 
into the worksheet, click the worksheet icon next to 
the Import button. The Options dialog box collapses. 
Highlight the worksheet cells containing your list; 
then press Enter. The Options dialog box reappears. 
Click the Import button. The data you selected appears 
in both the List Entries box and the Custom Lists box 
(see Figure 8-7). 

• To type your own list, without entering it into the 
worksheet first, select New List from the Custom Lists 
section. Type your list in the List Entries text box 
(see Figure 8-8) separating each list item with a 
comma, and then click the Add button. 



3. Click OK. 





You can now use the AutoFill feature with the custom list by typing 
one list entry and using AutoFill to enter the other list entries. See 
Chapter 2. 

To edit a custom list, choose ToolsOOptions. From the Custom Lists 
tab, select the list that you want to edit. Make any desired changes 
in the List Entries box, and then click Add. To delete a customized 
list, select the list and click Delete. You cannot edit or delete the 
Excel provided fill series such as months and days. 
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Figure 8-7: Create your own custom lists from data in your worksheet 
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Figure 8-8: Manually create a customized list 
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SotiJtu Day, Month, or Custom List 
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e list of data you want to sort. Choose 
DataOSort. The Sort dialog box appears. 



Excel sorts numbers first, and then text. If your data includes values des- 
ignated as text, Excel prompts you before the Sort dialog box appears 
how you want these cells handled. You can choose to keep the numbers 
as text values, or sort them as numbers. If you sort them as numbers, 
both numbers stored as text and actual numbers are sorted together. 



If your data includes column description headings, click 
the Header Row option in the My Data Range Has section. 

Specify the order in which you want the data sorted and 
whether to sort in ascending or descending order (see 
Figure 8-9). 



If you're sorting on days of the week or months of the year, the data 
must be spelled out completely (for example, September or 
Tuesday), or abbreviated to the first three characters only (for 
example, Sep or Tue). 





By default, Excel sorts days and months alphabetically instead of by 
date. To sort days or months by date, or to sort a custom list, the day, 
month, or list column must be the first sort criteria. 



Click the Options button. The Sort Options dialog box 
opens. 



Unless you specify otherwise, Excel sorts customized lists alphabeti- 
cally instead of list order. 



5- Select a sort order from the available list. (See Figure 8-10.) 
6. Click OK twice to perform the sort. 
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Figure 8-9: To sort days or months 
click the Options button 
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Figure 8-10: Sorting by weekday 



Search (or Data 




2. 



F or press Ctrl+F). The Find and 
Replace dialog box, shown in Figure 8-11, appears. 

In the Find What box, enter the value or word you want 
to locate. 




3- Click the Options button and specify any desired options: 

• Within: Search just the current worksheet or the 
entire workbook. 

• Search: Select whether to search across the rows first, 
or down the columns first. 

• Look In: Select whether you want to search through 
the values or formula results, through the actual for- 
mulas, or look in the comments. 



Select Formulas when you are looking for a formula that refer- 
ences a specific cell address. 



• Match Case: Decide if you want your search to be 
case specific. 

• Match Entire Cell Contents: Decide if you want your 
search results to list only the items that exactly match 
your search criteria. 

Click the Find Next button. Excel jumps to the first 
occurrence of the match (see Figure 8-12). If this is not 
the entry you are looking for, click the Find Next button 
again. Excel advises you if it does not locate the data 
you are searching for. 

Click the Close button when you have located the entry 
you want. 
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Figure 8-11: The Find and Replace dialog box 
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Figure 8-12: Excel finds data based on search specifications 
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Alt Data Occurrences 

\d&&ln^fc#d. In the Find What box, enter the 
value or word to locate. 

2. Click the Options button and specify any desired options. 

3. Click the Find All button. The Find and Replace dialog 
box expands showing a list of each cell entry that con- 
tains your data (see Figure 8-13). 

4. Click any entry. The specified cell is selected. 

5. Click the Close button when you finish. 



Locate Celts Based on Format 

h Choose EditOFind. Click the Options button. Verify the 
options you want to use. 

2. Click the Format button. The Find Format dialog box, 
shown in Figure 8-14, appears. 

3- Select any formatting options on which you want to 
search. A preview appears in the Preview box. Click OK. 




5. 
6. 



Optionally, click the Choose Format from Cell button and select a 
cell already containing the formatting you want to search. 



In the Find What box, enter the value or word you want 
to locate. Leave this blank if you want to locate only 
cells with the specified formatting, regardless of the cell 
contents. 

Click the Find or the Find All button. 
Click the Close button when finished. 
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Figure 8-13: Find All results 
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Figure 8-14: Find cells based on Format options 



Use the Replace Command 



D ro pfi 





e Replace Command 

e (or press Ctrl+H). The Find and 
Replace dialog box opens with the Replace tab on top. 
(See Figure 8-15.) 



If you want to replace only data in certain cells, rows, or columns, 
select the desired area before you open the Find and Replace dia- 
log box. 



2. In the Find What box, enter the data you want to locate. 



Click the Options button to select additional search preferences, click 
the Format button and match the formatting you are searching for. 



3. In the Replace With box, enter the data with which you 
want to replace the found data. 



Like the Find data, you can specify the replacement data have 
specific formatting. 



4. Choose the Find Next button to locate the first found 
occasion or choose the Find All button to display a list 
of all occurrences. 

5. If you want to use the replacement data, click the 
Replace button. Excel performs the replacement and 
locates the next occurrence. 

6. If you want to replace all occurrences at the same time, 
choose the Replace All button. Excel displays an infor- 
mation box, shown in Figure 8-16, indicating the num- 
ber of replacements made. 

7. Click OK. 
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Figure 8-15: Exchange data with the Find and 
Replace feature 



HI. 1 on ¥>**> |ni-n hom.m luul. p*n Iflindi,* p|il R 


■ _ 0 K 







1 * 




1 1 1 ■ 








1J 




ft 




JE 








1) 




3i 




Jfi 




J& 




17 




£ 




11 




IT 




.r 










13 


t: 
























T 




16 






- 




• s 


U 




« 




■ 



51 
- 



* h 



Rett- ln»» ln» Sir 

Wiu nYy fflnfA'MPj >'Jiii*i*tt. 
i ■. ml Mm 

H--V T l*"fl I ii>,| m.| ir^i«» 
Hm-1 Pig 

P.* Mi fr*^ .fnt , 
Plin Of. ft. ! 

Ctn I io Mf 
Wtk-f 

Tp'jp'ioni M 
IMaittrttf 
U flu* Up 

SSv* On Ynt 
• 'I | r tiWf 
tYVuWM 1 kJ '<VTHfi 1ht WmW SIcjw.J luirwn 
r, I Am 

C >*i| Lm 

Ssnwnwij ti T* iJoJ 

talon (19 Winri 

Fj f » 9yt Lrt« 

Brrtf ft* 

Oti* 1+01* UT*J 
Achi gjfil p l|H1 



- ii j " i 



lUallnp I i r I mln 



. 1: 

I - ■- . ■ 



rnumf 



•Lttrt ^I'-rlpK; 



: .i-.idij 
/ Suinij 

* McmIi; 

€ M<plli| 
I Mw-<Hi 

TlH&ip 
lull-lip 
Tw«44> 

TuiMip 



Man JKkMn 

Jam lAcK j«I **unji'" > i* 

Collar Wrtwr lire 
*.'Jt Jtril 



1 

; 
J 

r 

E 

J 
1 

:■ 
Y 

■1 
1 



W»tJM ■<! 

tTUlAtp- 
Tu.t«.Hi 

r*nrti r 



Figure 8-16: Making global replacements 
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Dxtfy&G&m Charts ^ 

With Excel Chapter 

m My hoever said a picture is worth a thousand words is most certainly ^^^^m 

V W referring to a chart. Let's face it ... we like looking at pictures more 
than we like looking at sheets of data. Charts, sometimes referred to as 
graphs, provide an effective way to illustrate your worksheet data by making 

the relationship between numbers easier to see because it turns numbers G©t TGQClV tO 

into shapes, and then the shapes can be compared to each other. * 

If you've ever spent hours drawing a chart on graph paper, you'll really ^ rea ^ e a ^ as ' c Chart 86 

appreciate the ease with which you can create dozens of different chart styles "^Work with the Chart Wizard 88 
using your Excel data and you don't really have to draw a thing! With just a 

few decisions on your part, and a few clicks of the mouse, you have a two- Change the Chart Type 90 

or three-dimensional illustration of your data. ■ ■ _ 

7 Include Titles and Labels 91 

Charts let you get across your thoughts with simplicity and strength and 

because different charts draw you to different conclusions, they prod you Customize the Chart Legend 91 

to ask different questions about what you are seeing. Whatever the idea you ^ j^ 0C Jjf fl^f Attributes 92 

are trying to convey, charts make it easier. ^ 

In this chapter, discover how to ™> Add Gra P hic lma 9 es to a Series 92 

Quickly and easily create a chart Change a Chart Location 93 

Modify a chart whether in appearance or content '"^ Add a Data Table 93 

Work with a 3-dimensional chart »■+ Enhance a 3-D Chart 94 

Design and create an organization chart Add or Delete Data 95 

Format the Value Axis 95 

Create an Organization Chart 96 



Chapter 9: Creating Charts With Excel 




2. 



SIC 




Chart 




e a 

,0,0* it% ^sequential or nonsequential) you want 

to plot in the chart. See Figure 9-1 for an example of 
sequential data selected for a chart. 

Press the Fll key. Excel immediately adds a new sheet 
called Chart 1 to your workbook with the data plotted 
into a column chart. Each subsequent chart page is num- 
bered sequentially such as Chart2, Chart3, and so forth. 
Looking at Figure 9-2, you can see the various elements 
that make up a chart: 



Some newer keyboards use a different function for the Fl 1 key. If 
your Fl 1 key does not produce a chart, use the Excel Chart Wizard 
as explained in the next section. 

Throughout this chapter you find out how to edit the look and style 
of a chart, including creating a chart using the Excel Chart Wizard. 



• Title: A descriptive name for the overall chart. By 
default, titles are not added in a basic chart, but you 
can add them later manually or by using the Chart 
Wizard. 

• X or Category axis: Column or row headings from 
your selected data, which Excel uses for Category axis 
names. In a column chart, the categories display along 
the bottom. In other charts (such as a bar chart), the 
category axis displays along the left side. 

• Category label: A descriptive name for the Category 
axis. By default, a category label is not added in a 
basic chart, but you can add one later manually or 
with the Chart Wizard. 
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Figure 9-1: Select data for a chart 



- Ui -i -nil t Ltjl kiln I ^^^^^^^^^^^^^^^^^^^^^^^M 



■ . 1 ' 




m*^. i^Mte^T ^ *.n *a jt i* t 



I* 

i * 4 



Figure 9-2: Viewing chart basics 



Create a Basic Chart 



• Y or Value axis: A scale representing the zero or the 
Iwe&t and highest numbers in the plotted data. 





sually located on the left side on 
arTor on the bottom on a bar chart. 

• Value label: A descriptive name for the values. By 
default, a value label is not added in a basic chart, 
but you can add one later manually or by using the 
Chart Wizard. 

• Legend: The box, usually located on the right, identi- 
fies the patterns or colors that are assigned to the chart 
data series. Notice in Figure 9-3 how the legend 
explains that the striped series represents January, 

the checked series is for February, and the solid color 
series is for March. 

• Tick marks: The small extension of lines that appear 
outside of the gray area and represent divisions of the 
value or category axis. 

• Gridlines: These lines extend from the tick marks 
across the chart area, which allows you to easily view 
and evaluate data. 

• Series: Excel uses the worksheet cell values to generate 
the series. Each element, called data markers, represents 
a single worksheet cell value and related data markers 
make up a data series and have the same pattern or 
color. In Figure 9-4, you can see the comparison of 
the data values to the y-axis and the series values. 

• Plot area: The gray background that represents the 
entire plotted chart area. 

To delete this chart, right-click the Chart tab and choose Delete. When 
Excel asks for a confirmation, click Delete again. 

Use any of the drawing tools on the Drawing toolbar to annotate 
your chart such as adding arrows, circles, or text boxes. See Chapter 5 
for more info. 
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Figure 9-3: A chart legend 
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Figure 9-4: Data displayed in a data series 
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2. 



3. 



Illl 88 



With, the Chart Wizard 

lcsf tSecfota^wLi want to plot in the chart. If you are 
selecting values such as monthly figures, you don't want 
to include totals in your chart. 

Choose InsertOChart or click the Chart Wizard button 
on the Standard toolbar. The first screen of the Chart 
Wizard appears. (See Figure 9-5.) 

Select the chart type you want to use (click a chart type 
to see a sample and an explanation of the chart): 

• Column: Column charts compare values to categories 
using a series of vertical columns to illustrate the series. 

• Bar: Bar charts, like column charts, compare values to 
categories, but use a series of horizontal bars to illus- 
trate the series. 

• Line: Line charts are similar to bar charts but use dots 
to represent the data points and lines to connect the 
data points. 

• Pie: This chart compares parts to a whole. Usually 

a pie chart has only one data series (see Figure 9-6). 

• Area: Area charts display the trend of each value, usu- 
ally over a specified period of time. 

• X-Y Scatter: These charts include two value axes, 
showing one set of numerical data along the x-axis 
and another along the y-axis. 

• Surface: Shows trends in values in a continuous curve. 

• Doughnut: Displays data similarly to a pie chart; it 
compares parts to a whole, but contains multiple series. 

• Radar: Displays changes in values relative to a center 
point by comparing the cumulative values of multi- 
ple data series. 
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Figure 9-5: Screen 1 of the Chart Wizard 
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Figure 9-6: Create a pie chart from this data 



Work u/ith the Chart Wizard 




• Stock: Stock charts (see Figure 9-7) illustrate the 

^ck prices. In a stock chart, the data 

>rtant and usually the row headings 
Und Close; or Open, High, Low, and 
Close. 

• Bubble: These charts are similar to scatter charts, but 
compare three sets of values by displaying a series of 
circles. 

• Cylinder, Cone, and Pyramid: These three charts cre- 
ate a column or bar chart using 3 -dimensional shapes. 

4. Choose a chart subtype. Depending on the chart type, 
some chart subtypes show the data series next to each 
other, others show the data stacked on top of each other. 
Additionally, some charts are 2-dimensional and others 
are 3-dimensional. 



If you are not sure which chart subtype is best for your data, click 
the Press and Hold to View Sample button to see your selected data 
in any chart style and subtype. 



5- Click Next. Step 2 of Chart Wizard (shown in Figure 9-8) 
appears. 

6. Select whether you want Excel to plot the data series 
from your columns of selected data or from the rows of 
selected data. 



To select different data for your chart, either type the correct cell 
address range in the Data Range text box, or click the spreadsheet 
icon at the end of the Data Range text box, highlight the desired 
data, and press Enter to return to the Chart Wizard. 



7- Click Next. Step 3 of the Chart Wizard appears. The 
options you see depend on the chart type you selected. 
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Figure 9-7: A stock chart and its data 
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Figure 9-8: Screen 2 of the Chart Wizard 
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8. Choose which options you want to include with your 
(Ei§ulei)^shows column chart options). The 

ova ytiKe^Aepend on the chart type you selected: 

Titles: Adds descriptive information to the chart and 
optionally to the category and value axes. 

• Axes: Displays or hides the primary axes of your chart. 

• Gridlines: Displays or hides chart gridlines. 

• Legend: Displays the chart legend and determines 
legend placement. 

• Data Labels: Adds category and value labels. 

• Data Table: Displays data values. See the "Add a Data 
Table " section. 

9. Click Next. The final screen of the Chart Wizard appears. 

10. Select whether you want Excel to place the chart on its 
own worksheet or whether you want it placed on the 
worksheet where your data resides. 

/ /. Click the Finish button to create your chart. 

If you opt to place the chart on the existing worksheet, Excel treats 
it as a graphic image. Chapter 5 covers how to resize, move, or 
delete the chart. 




Change the Chart Type 



h If the chart is on a regular worksheet, click the chart to 
select it. If it is on its own sheet, display the sheet. The 
menu changes to reflect the chart options. 

2. Choose ChartOChart Type. Select the chart type and 
subtype you want. (See Figure 9-10.) 

3- Click OK. Excel modifies the existing chart. 
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Figure 9-9: Screen 3 of the Chart Wizard 
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Figure 9-10: Select a different chart type or subtype 



Customize the Chart Legend 



Include Titles and Labels 

I w ^ily^V^n^oTaES-? title to your chart, choose ChartO 
Chart Options. The Chart Options dialog box opens, 
with the Titles tab showing (see Figure 9-11). 

2. Enter a title in the Chart Title box. 

3. Enter a name for the Category axis and the Value axis. 
Note that 3 -dimensional charts may consider a z-axis 
for the value axis. 

4. Click OK. 

Customize the Chart Legend 

h To modify the Legend box (but not the series), select the 
Legend box. 

2. Choose FormatOSelected Legend. The Format Legend 
dialog box appears. 

3- Click the Patterns tab and select the following options: 

• Color or fill effects for the background of the legend. 

• A border style that goes around the legend. 

4. Click the Font tab and select a font, size, style, and color 
for the legend text. See Figure 9-12. 

5- Click the Placement tab and select the legend location. 

Optionally, in the chart itself, you can drag the legend to any 
desired location. 

6. Click OK. Excel makes the legend changes. 




Chart Options 



Titles | Axes Gridlines Legend Data Labels Data Table 
Chart title: 
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Figure 9-11: Add labels and titles to your chart 
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Font: 



Font style: 



Size: 



Arial 
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^ Angelina 
j5 Antique Olive 
T Arial 
Underline: 



Regular 
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Bold 

vj Bold Italic 



Color: 



Background: 
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Preview 
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This is a TrueType font. The same font will be used on both your printer and 

your screen. 
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Cancel 



Figure 9-12: Modify the chart legend 
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Modify Chart / 

DropEQQKS 



Attributes 



hart element you want to modify. 
For example, if you want to change the style of the 
gridlines, double-click a gridline. If you want to apply 
different colors or patterns to a series, double-click 
any part that represents the series you want to change. 
The appropriate Format dialog box appears (Figure 9-13 
shows the Format Data Series dialog box). 

2. Make any desired changes in the Format dialog box. 



Click the Fill Effects button in the Format Data Series dialog box to 
add texture, gradients, or patterns to the series. 



3. Click OK. 



Add Graphic Images to a Series 




i 

2. 
3. 

5. 
6. 

7. 



Double-click the series you want to add an image to. 
The Format Data Series dialog box appears. 

Click the Fill Effects button on the Patterns tab. The Fill 
Effects dialog box opens. 

Click the Select Picture button on the Picture tab. The 
Select Picture dialog box opens. 

Locate and select the picture you want to use. 

Click the Insert button. 

In the From the Format section of the Fill Effects dialog 
box, choose Stack. 

Click OK twice. Figure 9-14 illustrates a bar chart where 
I changed one bar series to a graphic image. 
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Figure 9-13: Double-click a chart element to modify it 
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Figure 9-14: Liven up charts with graphic images 



Add a Data Table 



Champ a Chart Location 



DropRocfe 



Location. The Chart Location dia- 
log box, shown in Figure 9-15, appears. 

2. Select a location. 

3. Click OK. Your chart is moved to the location youve 
specified. 



Add a Data Table 





h To display a chart data table, click the sheet containing 
the chart. 



You can add data tables to charts included with a regular worksheet, 
but it isn't a common practice because the worksheet itself already 
displays the data. 

Data tables display the chart values in a grid beneath the chart. 
You'll find them very helpful if a reader needs to see exact values 
along with a graphical display, such as when using a 3-D chart. 



2. Choose ChartOChart Options. 

3. Select the Data Table tab. 



Data tables are not available for pie, scatter, bubble, radar, or 
surface chart types. 



4. Select the Show Data Table option. 



Be sure to check the Show Legend Keys box if you want the data 
table to display each legend next to the series label in the 
data table. 





Chart Location 



Place chart: 



O As new sheet: Chartl 



©As object in! Sheet 1 



OK 



Cancel 



Figure 9-15: Switch a chart from one location 
to the other 




Figure 9-16: Display the data table 



Click OK. A data table, as shown in Figure 9-16, displays 
at the bottom of the chart showing the actual values. 
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Drop 




Enhance a. 3-0 Chart 

MysrWg tVedhaft^lzard, create a 3 -dimensional chart. 
(See the "Work with the Chart Wizard " section.) 

2. If the chart is on a regular worksheet, click the chart to 
select it. If it is on its own sheet, display the sheet. 



Just in case you don't like your changes, make sure to save your 
worksheet, which also saves your chart, before modifying chart 
attributes. 



3- Choose Chart03-D View. The 3-D View dialog box, 
shown in Figure 9-17, appears. The options you see 
depend on the chart type. 

4. Click the up or down arrows to modify the up/down 
elevation angle of the chart. You can optionally type 
the elevation angle (between 10 and 80) in the 
Elevation text box. 



Click the Apply button to see the changes before you close the 3-D 
View box. 



5- Click the left or right rotation arrows or enter the degree 
of left/right rotation (between 0 and 360) you want for 
the chart in the Rotation box. 

6. Change the thickness of the bars or height of pie slices by 
entering a value (between 5 and 500) in the Height box. 

7- Click OK. The chart appears on-screen, rotated to the 
angles you selected. Figure 9-18 shows a 3-D pie chart 
before and after changing the elevation, rotation, and 
depth. The pie also has a piece pulled out for emphasis. 
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Figure 9-17: Rotate a 3-dimensional chart 
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Figure 9-18: Enhance a pie chart 
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Format the Value Axis 



Add Delete Data 

ries to a chart, choose ChartO 
Source Data. The Source Data dialog box opens. 

2. Alter the table data as you need: 

• Add a series: Click the Data Range tab, which dis- 
plays the current chart data selected in the worksheet 
(see Figure 9-19). Use the mouse to select the new 
complete data range, including both the current data 
and the new data. 

• Remove a series: Click the Series tab. In the Series 
section, select the series name you want to remove 
and click the Remove button. 

3- Click OK. The Source Data dialog box closes. 

Format the Vaiue Axis 

h Double-click the value axis, which displays the Format 
Axis dialog box. 

2. Choose the options you want to change: 

• Patterns: Change the line styles used by the value axis. 

• Scale: Change a range by entering the maximum and 
minimum values, as shown in Figure 9-20. 

• Font: Change the value font name, size, and 
appearance. 

• Number: Format the range as currency, including 
decimal points and dollar signs. 

• Alignment: Change the value orientation. This 
option is rarely used. 



3- Click OK when you're done. 
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Figure 9-19: Add additional data values to the chart 
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Figure 9-20: Change the value scale 
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Chapter 9: Creating Charts With Excel 



r~ Create an 

DropEQQ 




anization Chart 



ctureOOrganizational Chart. A sample 
organization chart like the one in Figure 9-21 appears 
on the current worksheet along with an Organization 
Chart toolbar. 

2. Click a box and type a name or position. Press Enter to 
add a second line if desired and apply any formatting. 



Double-click any box to change the individual box background 
color. 



3. 



USB 




Using the Organization Chart toolbar, make other chart 
layout changes as follows (Figure 9-22 shows a modified 
org chart) : 

• Add additional subordinates, coworkers, or 
assistant: Click the box to which you want to add 
a subordinate, coworker, or assistant. Select the 
appropriate choice from the Insert Shape drop-down 
list. A new box appears under or next to the previously 
selected box. 

• Change the overall layout: Select a different layout 
from the Layout drop-down list. 

• Change the connecting line styles: Choose All 
Connecting Lines from the Select drop-down list. 
Double-click any line and change the style in the 
Format AutoShape box. Click OK. 



Other charts not based on Excel values (called diagrams) include 
Cycle, Radial, Pyramid, Venn, and Target. Choose InsertoDiagram, 
select the type of diagram you want, and then click OK. Use the 
Diagram toolbar to annotate or edit the diagram. 
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Figure 9-21 : Create an org chart with Excel 
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Figure 9-22: A modified organization chart 



($©!fa*R# Workbooks 



m My hen you finish compiling your worksheet, you'll probably want to 
ww print a hard copy or e-mail a copy to someone else. This chapter 
shows you a number of Excel tools you can use to improve your document 
layout, including headers, footers, page orientation, and margins. 

Also, before you print or give your Excel file to someone else, you should 
check it for spelling errors because typos can stand out screaming "I can't 
spell." Excel includes a built-in dictionary you can use to check your work- 
books for misspellings; however, it can't read your mind, so if you type 
too instead of two, Excel probably won't indicate that as an error. But, com- 
bine the spell check with proofreading on your part, and you'll find a very 
helpful tool. 

When printing, Excel assumes you want to print the entire worksheet area 
unless you specify otherwise. You discover how to specify exactly what you 
want to print. This chapter also includes these topics: 

• Working with page breaks 

• Adjusting the paper size 

• Making your worksheet fit better on a page for those times when 
you want to get that last few rows or columns on a single page 

• Printing gridlines or row and column headings on the page as well 
as other print options that you might want to select when printing 
your worksheet or chart 




Get ready to. . . 

■-►Spell Check 98 

Preview Before Printing 99 

--►Add a Manual Page Break 100 

Set a Specific Area to Print 100 

Adjust the Paper Size and Orientation 101 

"^Make Worksheets Fit Better on a Page ....101 

Set Page Margins 102 

Add a Standard Header or Footer 102 

Create a Custom Header or Footer 103 

Specify Repeating Rows and Columns 104 

Print Gridlines and Row and 

Column Headings 104 

Print Worksheets and Charts 1 05 

E-Mail a Workbook 105 



Chapter 10: Printing Workbooks 



Sp$U Check 

Misspelling or click the Spelling icon on the 
Standard toolbar. The Spelling dialog box opens and 
Excel highlights the cell with the first potential mis- 
spelling along with suggested changes (as shown in 
Figure 10-1). 



Optionally, press F7 to start the spell check. 



98 




Spell check reviews all cell values, comments, embedded charts, 
text boxes, buttons, and headers and footers, but it does not check 
protected worksheets, formulas, or text that results from a formula. 



2. Select one of the following options: 

• Change or Change All: Choose one of the sugges- 
tions; then click Change to change just this incident 
of the spelling mistake or Change All if you think 
you could have made the mistake more than once. 

• AutoCorrect: Have Excel, in future workbooks, 
automatically correct the mistake with the selected 
replacement. 

• Ignore Once: Click this button if you don't want to 
change the highlighted instance of the spelling. 

• Ignore All: Click this button if you don't want to 
change any instances of the spelling. 

• Add to Dictionary: Add a word to Excel's built-in 
dictionary so that Excel won't flag it as a potential 
error in the future. 

3. After you select an option, Excel proceeds to the next 
error, and when all potential mistakes are identified, 
click OK (as shown in Figure 10-2). 
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Figure 10-1: Use the spell check to correct errors 
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Figure 1 0-2: The completed spell check message box 
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PreVieuJ Before Printing 



PreVuw) before 



'review or click the Print Preview 
icon on the Standard toolbar. 

2. From the Print Preview screen (shown in Figure 10-3), 
select from the following options: 

I cover many of the Print Preview options in greater detail later in 
this chapter. 




• If there are multiple pages, click the Next or Previous 
buttons to view additional pages. 

• Click the Zoom button to enlarge the view. Click a 
second time to reduce the view. 

• Click the Print button to display the Print dialog box. 

• Click the Setup button to display the Page Setup dia- 
log box. 

• Click the Margins button to display the page margins; 
then drag any margin line to manually set margin 
sizes. Click the Margins button again to turn off the 
margin lines. 

• Click the Page Break Preview button; then click OK to 
display the worksheet in Page Break Preview mode. 
You can manually adjust where the page breaks occur 
by dragging any blue page break line (see Figure 10-4). 
You can also resize the print area and edit the work- 
sheet. Return to Normal view from Page Break Preview 
by choosing ViewONormal. 



3- Click the Close button to return to Normal view. 



Preriert Before Printing 




Figure 10-3: Print Preview options 



I [ml Mmir I ill 
LMt ¥.-w Inun h<<ii:i*l I null 1 1*1.1 



E Pun tin tn« S-*»c 




lllip 

Lx-UiLiAliH 



» / a mm ma . » * 



Vrnwrn 

1MMI 


I » 

■ m 

i 

1 < 

■ TH»*» 
♦ —m 

i r«_ 
. ...^ 

J £L 


'Ti r~ i 

■ 1 *FW ■ 


T 


"t*-*' 1 ~- ii ■ i ■ 
k- hi- 

_z£r i 


1 i-K 
< 

1 ¥■« • • 





Figure 10-4: Adjusting page breaks 
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Chapter 10: Printing Workbooks 



Drop 



AdfLa Manual Page Break 

QiQOiKS 

begin. 



row where you want the new page to 



2. Choose InsertOPage Break. Dotted page break lines sim- 
ilar to the ones in Figure 10-5 appear. 



To remove the manual page break, click a cell in the row just below 
the page break and choose lnserK>Remove Page Break. 

Optionally, adjust page breaks through Page Break Preview mode. 
Choose ViewOPage Break Preview. 



Set a Specific Area to Print 

h Highlight the area you want to print. See Figure 10-6. 

Unless you specify a print area, Excel prints the entire worksheet. 





Choose FileOPrint AreaOSet Print Area. Dotted lines 
appear around the print area. When you print the work- 
sheet, only the area within the boundaries print. See the 
"Print Worksheets or Charts" section, later in this chap- 
ter to print. 



To reset Excel to print the entire worksheet, choose FileOPrint 
AreaOClear Print Area. 



Optionally, highlight the area you want to print and from the Print 
dialog box, choose Selection in the Print What section. 
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Figure 10-5: Insert a manual page break 
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Figure 1 0-6: Specify a specific print area 



Make Worksheets Fit Better on a Paqe 



Adjust the Paper Size and Orientation 



/xa/ust tne raper 

DropBQcfe 



tup. The Page Setup dialog box 



opens. 



2. From the Page tab (see Figure 10-7), select whether 
you want a Portrait or Landscape orientation from the 
Orientation section. Portrait orientation prints the 
top along the short edge of the paper and Landscape 
prints along the long edge of the paper. 

3. Select a paper size from the Paper Size drop-down list. 
The paper size choices you see depend on the printer 
you use. The two most common choices are Letter 
(which is 8.5 inches by 11 inches) and Legal (which is 
8.5 inches by 14 inches). 

4. Click OK. 



Make Worksheets Fit Better on a Page 

h Choose FileOPage Setup. The Page Setup dialog box 
opens. 

2. Click the Page tab. 

3- From the Scaling area, make a selection from the 
options shown in Figure 10-8: 

• Adjust To: Enlarge or shrink the printed font size by 
setting a percentage option between 10 and 400. 

• Fit To: Force Excel to a specified number of pages 
wide and tall. 



Don't try to shrink the document too much. Because Excel shrinks 
the font, trying to fit too much on a page can make the document 
too small to read. 



4. Click OK. 
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Figure 1 0-7: Choose paper options from the 
Page tab 
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Figure 1 0-8: Squeeze your worksheet onto a 
specified number of pages 
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ins 

Setup. The Page Setup dialog box 



opens. 



2. 





Click the Margins tab (shown in Figure 10-9) and set 
the margins for the top, bottom, left, and right side 
of the page. 



The default worksheet margins are 1 inch on both the top and bot- 
tom and .75 inch on the left and right sides. 

Click the Horizontally and/or the Vertically options in the Center on 
Page section to center the worksheet on the page, regardless of the 
margins. 



3. Click OK. 

Add a Standard Header or footer 

h Choose FileOPage Setup. The Page Setup dialog box 
opens. 

2. Click the Header/Footer tab. See Figure 10-10. 



Headers appear at the top of each printed page and footers 
appear at the bottom of each printed page. 



3. Select a header from the Header drop-down list. 

4. Select a footer from the Footer drop-down list. 

5. Click OK. 
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Figure 1 0-9: Set worksheet page margins 
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Figure 10-10: Choose a predefined header or 
footer 
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Create a Custom Header or Footer 




a Custom Header or Footer 




tup. The Page Setup dialog box 



opens. 



2. From the Header/Footer tab, click the Custom Header 
(or Custom Footer) button. The Header (or Footer) 
dialog box appears (see Figure 10-11). 

3- In any desired section, type the text you want for the 
header (or footer). 

4. Select any text and click the Font button to select font 
options. 

5. Optionally, click one of the other buttons to insert date 
or file codes: 

• Page: Insert a code that indicates the page number. 

• Pages: Insert a code that indicates the total number 
of pages. 



You can add text to the Page text. For example: Page 
&[Page] of &[ Pages] prints Page 3 of 
5 or Page 1 of 2. 



• Date or Time: Insert the print date or time of day 
(see Figure 10-12). 

• Path, File Name, or Sheet Tab Name: Include file 
information. 

• Insert Picture: Insert a graphic image such as a com- 
pany logo. 

• Format Picture: Resize, rotate, or crop a header or 
footer graphic image. 

6. Click OK. 
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Figure 1 0-1 1 : Add your own text to a header or footer 
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Figure 10-12: Insert the print date in the header or footer 
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Sperifu Repeating RoWs 



DropBQOfe 



1 



/. Choose FileOPage Setup. The Page Setup dialog box 
opens. 

2. Click the Sheet tab. Type a dollar sign ($) followed by 
the row numbers or column letters you want to print as 
titles in the Print Titles section. Entering $1:$2, as you 
see in Figure 10-13, repeats rows 1 and 2 at the begin- 
ning of each page. 



Click the worksheet icon on the right to collapse the Page Setup dia- 
log box so you can select the rows or columns you want to include. 
Click the button again to return to the Page Setup dialog box. 



3. Click OK. 
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Figure 10-13: Select rows or columns to repeat at the top of each page 



Print Gridtines and Column Headings 

h Choose FileOPage Setup. 

2. Click the Sheet tab. In the Print section, choose the fol- 
lowing options: 

• Gridlines: Print the gridlines surrounding each cell in 
the worksheet. 

• Row and Column Headings: Print the row numbers 
or column letters around the worksheet. 

3. Click OK. Figure 10-14 illustrates a worksheet printed 
with gridlines and row and column headings. 



Illl m 




By default, gridlines are a lighter shade of gray. You can change the 
gridline color by choosing Tools. : Options and selecting a gridline 
color from the View tab. 
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Figure 1 0-1 4: A printed worksheet with column and row 
headings and gridlines 



PrintM/orksheets and Charts 

ropBQQ 



he Print dialog box, shown in 

Figure 10-15 appears. 

Optionally, print the worksheet immediately by clicking the Print 
button on the Standard toolbar. 




2. Choose from the following options: 

• Name: Select a printer different than the default printer. 

• Print Range: Specify whether to print the entire work- 
sheet as determined by the print area, or whether to 
print only specific pages. 

• Copies: Select the number of copies you want to print. 

• Print What: Choose whether to print the current 
worksheet, a preselected area, or the entire workbook. 

3. Click OK. 



E-Mait a Workbook 



h Choose FileOSend ToOMail Recipient (as Attachment) 
As you see in Figure 10-16, your e-mail program 
launches with the worksheet as an attachment. 

Recipients must have Excel installed on their systems to open the 
workbook file. If they don't have Excel, send the worksheet as the 
body of the e-mail instead of an attachment by choosing FileO 
Send ToOMail Recipient. 

2. Enter the recipient e-mail information and enter any 
additional text in the body of the message. 




3- Click the Send button. 



E-Mail a Workbook 



Print 



Printer 



Name: jt^HP LaserJet 1200 Series PCL 



Properties. 



Status: Idle 

Type: HP LaserJet 1200 Series PCL 

Where: DOT4_001 

Comment: 



Find Printer. 



□ Print to Fife 



Print range 
0 AH 

OPage(s) From: C J_o 



Copies 
Number of copies: | 



Print what 

O Selection Q Entire workbook 

0 Active sheet(s) 



0 Collate 



Preview 



OK 



Cancel 



Figure 10-15: Select from a plethora of print options 



jj Music Lisi.xls 




File Edit View Insert Format Tools Message Help 




a A «9 |/ ^ II! 

Send Undo Check Spelling Attach Priority 


» 


From: | dkoers@comcast.net (Comcast mail) 


▼I 


HQ To: judy@somewhere.com 


HSCc: 


iiJBcc: 


Subject: Music List.xls 


Attach: BjMusic List.xls (10.1 KB) 




Judy, here's the music list I put together for Bob. Do you 
have anything you'd like to add? Let me know. 




Thanks, 
Diane] 







Figure 10-16: E-mail Excel information to others 
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Part IV 

DropBook^nalyzing Data with 



The 5 th Wave By Rich Tennant 




" Somebody got through our dead end Web links, 
past the £irevralls, and around the phone prompt 
loops. "£e£ore you knovi it, the kid here picks up 
the phone and he's talking one on one to a customer. 



Drop 
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Chapter 13: Creating Pivot Tables 127 

Create a PivotTable 128 

Select and Manage Pivot Data 131 

Change the Calculation Type 132 

Auto Format PivotTables 132 

Apply Page Fields 133 

Generate Separate PivotTables 133 



Rename a Field 134 

Format PivotTable Values 134 

Generate Multilevel Totals 135 

Group Data Together 136 

Calculate a Percent of Totals 136 

Add Your Own Calculations 137 

Create a PivotChart 138 

Chapter 14: Building Simple Macros 139 

Record a Macro 140 

Check Macro Security Level 141 

Run a Macro 142 

Assign a Macro Keystroke 142 

Create a Macro Toolbar Button 143 

Stop a Macro 143 

Delete a Macro 144 

Delete a Personal Macro 144 

Chapter 15: Saving Time with Excel Tools 145 

Add Special Characters 146 

Create a Custom Toolbar 146 

Split Data into Multiple Columns 147 

Merge Columns 148 

Manage AutoCorrect 149 

Check for Formula Errors 149 

Work with SmartTags 150 



Dxdfoxkim tilth 
Out tines 

\m ou can use Excel to automatically calculate subtotal and grand total 

values from rows containing related data (sometimes called a database). 
When you create subtotals, Excel outlines the list so that you can display and 
hide the detail rows for each subtotal. 

Before you use the subtotal function, you must first sort your list so that 
the rows you want to subtotal are grouped together. You can then calculate 
subtotals and other mathematical calculations for any column that contains 
numbers, or you can count the number of items in a selected field. 

If your data is not in a database format, you can still group sections together, 
allowing you a quick way to display or hide the sections as needed. Similar 
to using subtotals, Excel displays groups in an outline format. In this chapter, 
I take a look at the extensive subtotaling, grouping, and outlining features 
contained in Excel. 




Get ready to . . . 

Generate a Subtotal 110 

Collapse Subtotal Headings 1 1 1 

Control Individual Subtotals 1 1 1 

Create Multiple Subtotals 1 1 2 

Copy Subtotals 113 

Remove Subtotals 113 

"-►Use AutoOutline 114 

Form an Outline Group 1 1 5 

,m + Remove Items from a Group 1 1 5 
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2. 



3. 



4. 



5. 



6. 



7. 



8. 



9. 




rate a Subtotal 

rMft^ffeld\>^which you want to generate subtotals. 



The subtotal data must have no blank rows or columns, and each 
column in the database must have a label in the first row. 



Choose DataOSubtotals. The Subtotal dialog box 
appears. 

Select the field you want to subtotal from the At Each 
Change In drop-down list. 

Select a function from the Use Function drop-down list. 
Choices include sum (totals the values in a field), count 
(returns the quantity of items in a field), average 
(determines the average value of a field), max and min 
(display the highest and lowest value in a field), and 
product (returns the value of all the numbers in a field 
multiplied together) . 

Select the fields you want to subtotal from the Add 
Subtotal To drop-down list. (See Figure 11-1.) You 
can select more than one field to subtotal. 

Check the Replace Current Subtotals box if you already 
have a previous subtotal calculation. Excel replaces the 
previous subtotals with the new one. 

Check the Page Break Between Groups box if you want 
Excel to begin each subtotaled group on a new page. 

Remove the check from the Summary Below Data box if 
you want Excel to place the subtotals at the top of each 
group instead of under each group. 

Click OK. Excel performs the subtotal. Figure 11-2 
shows sales subtotaled by Sales Rep. 



Subtotal 



■3 



At each change in: 
STATE 



Use function: 
Sum 

Add subtotal to: 

□ city 

□ state 

0 SALES 



0 Replace current subtotals 
| | Page break between groups 
0 Summary below data 



Remove All 



OK 



Cancel 



Figure 11-1: Select fields 
to calculate 
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Figure 1 1 -2: A subtotaled worksheet 
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Control Individual Subtotals 



Drop 





Cottause Subtotal Headings 

llsVJ&your data. (See the preceding 
"Generate a Subtotal" section.) 



With subtotals, Excel defines groups in the form of an outline and 
bases the groups on the rows used to calculate the subtotals. 



2. Hide and show data as you need with the following 
methods (see Figure 11-3): 

• See only the grand total. Click the 1 on the subtotal 
headings. 

• See the subtotal categories and amounts (the detail 
is hidden). Click the 2 on the subtotal headings 
(the column on the left side of the worksheet). 

• Show all the detail and subtotals: Click the 3 on the 
subtotal headings. Excel displays the individual work- 
sheet rows. 



Control Individual Subtotals 

h Create subtotals for your data (see the "Generate a 
Subtotal" section, earlier in this chapter). 

2. Click the Hide Detail button (minus sign) next to any 
subtotal row. As seen in Figure 11-4, the selected subto- 
tal detail collapses. It's not lost, only hidden. 

3- Click the Show Detail button (plus sign) next to any 
subtotal row. The detail data for the selected row appears. 



Optionally, choose DataCGroup and Outlined Hide Detail or Show 
Detail. 
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Figure 1 1 -3: Collapse and expand entire subtotal sections 
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Figure 11-4: Collapse and expand individual sections 
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e Multiple Subtotals 



oVrra^>!)i^8«Flog box, select the column by which 
you want to generate primary subtotals and the column 
by which you want to generate secondary subtotals. 
For example, if you want to first subtotal sales by state 
and then by city, you would also sort first by state and 
then by city 

2. Choose DataOSubtotals to display the Subtotals 
dialog box. 

3. Select the primary field you want to subtotal from the 
At Each Change drop-down list. Figure 11-5 shows the 
primary field as the State field. 

6. Select a function from the Use Function drop-down list. 

5- Select the fields you want to subtotal from the Add 
Subtotal To drop-down list. 

6. Click OK. Excel summarizes the data by the selected field. 

7. Choose DataOSort. Excel again displays the Sort 
dialog box. 

8. Select the secondary field you want to subtotal, the 
type of function, and the fields you want to subtotal. 
In my example, I use the City field. 

9. Deselect the Replace Current Subtotals box. 

10. Click OK. Figure 11-6 illustrates both the sales amount 
and the sales tax subtotaled by state and then by city. 

As you perform additional subtotaling, Excel adds additional levels. 
In Figure 11-6, four heading levels are displayed. Level 1 displays 
only the grand totals, level 2 displays the totals by state, level 3 
shows the totals by city and state, and level 4 displays the detail. 
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Figure 1 1 -5: Select the first field you want to subtotal 
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Figure 1 1 -6: Click the heading levels to expand or collapse the subtotals 



Remote Subtotals 




ubtotots 

C^JuSt^^Detail button by clicking the 
Expand or Collapse buttons. 

2. Select the data you want to copy 

3. Choose EditOGo To, which displays the Go To 
dialog box. 

4. Click the Special button. The Go To Special dialog box 
opens (see Figure 11-7). 

5. Select the Visible Cells Only option. White lines appear 
around the selected cells. 



Another use for the Go To Special dialog box is if you want to select 
only cells with constant values or to select only cells containing 
formulas. 



6. Click OK. 

7- Choose EditOCopy (or press Ctrl+C). A marquee 
appears around the selected cells. 

8. Select the beginning cell where you want to place the 
copied data. 

9. Choose EditO Paste (or press Ctrl+V). Excel duplicates 
only the subtotaled values, not the formulas or hidden 
cells. 




Remove Subtotals 
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Figure 1 1 -7: The Go To Special dialog box 



Subtotal 



At each change in: 
CITY 



Use function: 



Sum 



Add subtotal to: 
OCITY 

□ state 

!0SALE 

I I Replace current subtotals 
O Page break between groups 



Remove All ! 



OK 



Cancel 



Figure 1 1 -8: Remove subtotals 
from the database 



/. Choose DataOSub totals. The Subtotal dialog box opens 
(see Figure 11-8). 

2. Click the Remove All button. Excel removes all subtotal 
information from the database. 

mi 



Chapter 1 1: Working u/itfi Outlines 



DropBl 



utoOUttlirte 

C^e^^ala^^^oup and OutlineOAuto Outline. 



Figure 11-9 illustrates a worksheet with outline head- 
ings for both rows and columns. Row outline symbols 
are on the left, and column outline symbols are at the 
top of the worksheet. 



AutoOutline works best if the worksheet has summary formulas 
that reference cells in the detail cells. The summary formulas must 
be adjacent to the detail. 

AutoOutline assumes your summary rows are below the detail rows 
or to the right of the detail columns. If your worksheet summary 
rows are above or to the left of the detail, choose DataC Group and 
OutlineOSettings and uncheck the Summary Rows Below Detail 
check box and/or the Summary Columns to Right of Detail option. 
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Figure 1 1 -9: A worksheet with outline headings 



2. 



3. 



4. 



mi 




You can create and apply styles to an outline, or you can apply 
AutoFormats to an outline. You can apply the formatting either 
before or after you create the outline. See Chapter 4. To apply an 
automatic style, choose DataOGroup and OutlineOSettings and 
select the Automatic Styles check box. 



To expand the outline, click the Show Detail buttons to 
the left of the rows or above the column headings. (See 
Figure 11-10.) 

To collapse the outline, click the Hide buttons to the left 
of the rows or above the column headings. 

To remove the AutoOutline, choose DataOGroup and 
OutlineOClear Outline. 



To hide an outline without removing it, display all the data by clicking 
the highest number in the outline symbols and then choosing ToolsO 
Options. Click the View tab and clear the Outline Symbols check box. 
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Figure 11-10: Click the plus or minus buttons to hide or display parts of the 
workbook 



Remote Items from a Group 



tort 

Drop 



ForttLMn Outline Group 

together. 



r columns that you want to group 



2. Choose DataOGroup and Outlined Group. In Fig- 
ure 11-11, you see where all the vehicles in the asset 
list are grouped together. 



Click the Hide or Show Detail buttons to hide or display the group 
detail. 



3. Repeat Steps 1 and 2 until you have created all the levels 
you want in the outline. 




Remove Items from a Group 



Select the rows or columns you want to remove from 
the group. If you want to remove an entire group, select 
all the rows or columns in the group. 

Choose DataOGroup and OutlineOUngroup. Excel 
removes the rows or columns from the group and if 
the rows or columns you delete are in the middle of a 
group, Excel breaks the group into two smaller groups. 
See Figure 11-12, where the vehicles are broken from 
one group into two smaller groups. 



Optionally, ungroup sections by holding the Shift key, clicking the Hide 
or Display buttons, and then choosing DataOGroup and Outlined 
Ungroup. Excel does not delete any data when you remove items 
from a group. 
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Figure 11-11: Create a manual group 
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I\ fter you create an Excel database and assemble a large amount of data, 
¥ \ you'll probably want to analyze it. You may want to ask yourself questions 
about your data such as "Who are my best customers? " , "Which inventory 
items are provided by a specific supplier and cost less than a certain amount?", 
or "Which employees work the least amount of hours?" Excel includes sev- 
eral tools you can use to study your data so you can make better decisions. 

This chapter is about filtering, where Excel pulls out specific records for 
review, providing you an easy way to break your data into smaller more 
manageable chunks. Filtering does not rearrange your data; it simply tem- 
porarily hides records you don't want to review, so you can clearly examine 
those you do. 

You can create your database by just typing in the Excel screen, or you can 
use an Excel data entry screen. In the first section, you see how to create a 
data entry screen for assistance in creating your database. But, remember, 
you don't have to use the data entry screen to use the filtering. 

The remainder of the chapter is devoted to the different ways you can filter 
your data including 

Using AutoFilter, which allows you to select key pieces of data. 

"^ Selecting records by more than one condition. 

"^ Displaying only the top x number of records. 

Multiple filtering where you locate records that either match all crite- 
ria, or belong to one or the other criteria. 

Advanced filtering where you designate a specific area of your work- 
sheet to manage your criteria selections. 




Get ready to. . . 

Create a Data Entry Screen 1 1 8 

"■►Filter Data with AutoFilter 119 

Perform a Secondary Filter Selection 1 20 

"■►Select Only the Top 10 121 

Customize an AutoFilter 122 

Find Multiple Criteria 123 

■■^ Use Advanced Filtering 124 
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headings for your database. When you 
create the data entry screen, the column headings appear 
as field names. 



For faster data entry, format any numerical columns with the desired 
number format. Then, when you use the data entry screen, you need 
to enter only the raw numbers without commas or dollar signs. 



2. Click in any heading cell; then choose DataOForm. 

3- Click OK at the message box that appears. Excel displays 
a data form with the headings shown as field names 
(see Figure 12-1). Each label has a blank field to enter 
the data. 



If you already have data entered into your database, Excel does not 
display the message box. 




Using a data form makes data entry easier than typing across the 
columns when you have a wide range with more columns than can 
fit on the screen at one time. 



4. Enter the first record information, pressing the Tab key 
to move from field to field (see Figure 12-2). 



Press Shift+Tab key to move back to the previous field. 




5. Click the New button. Excel adds the record to the data- 
base and displays another blank screen ready for the 
next record. 



6. Click Close when you finish entering data. Reopen the 
database form at any time by choosing DataOForm. 
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Figure 12-1: Create a data form 
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Figure 1 2-2: Enter database records with a form 



Fitter Data With AutoFilter 



D ro p 



filte^Jbata tfith AutoFilter 

"A*ef oii/lAiftg Ir\li9ere in your database, choose 
DataOFilterO AutoFilter. Excel displays an arrow in 
each database column. 



2. Click the arrow in the column heading. Excel displays 
a drop-down list, which includes one of each unique 
entry (up to 1000 entries) in the selected column. See 
Figure 12-3. Besides the option of finding an exact 
match, the choices include 

• Top 10: Displays the 10 most (or least) repeated 
items. See the "Select Only the Top 10 " section. 

• Custom: Prompts you to customize the filter. See the 
"Customize an AutoFilter" section. 

• Blanks: Displays all records with a blank in the 
selected field. 
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Figure 12-3: AutoFilter selections 



• NonBlanks: Displays all records with data in the 
selected field. This hides the blank records. 




All: Redisplays the entire list. 



Press Alt+Down Arrow while in any column to display the 
AutoFilter list for the current column. 



3. Click the entry you want to filter. Excel displays only 
the records that match your choice. In Figure 12-4, for 
example, you see only the customers from Cincinnati. 

6. Choose DataOFilterOShow All to redisplay all entries. 



Optionally, click the AutoFilter arrow from the filtered column and 
choose (All). 



5. When you finish filtering your data, choose DataO 
FilterO AutoFilter to turn off the AutoFilter. 
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Figure 1 2-4: Filter by city 
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Perform a Secondary Fitter Selection 

ilter by choosing DataOFilterO 

1 AutoFilter. 

2. Click the column arrow by which you want to first 
filter data. 



3. 



6. 



5. 



6. 



7. 



120 



Choose the data you want to filter. In Figure 12-5, you see 
selections only containing the city of Atlanta. However, 
notice that there is an Atlanta in GA, IN, and SC. 

To further isolate specific items, click the AutoFilter 
arrow at the top of another column. 

Select the field by which you want to perform the second 
filter. In Figure 12-6, the primary option was by the city 
of Atlanta, but I apply the state of GA to the secondary 
filter. 

Repeat Steps 4 and 5 to further filter by additional fields 
as many times as you need. 



When you're done looking at your filtered data, choose 
one of these options: 

• Return to the first filter: Click the second filter col- 
umn arrow and choose a different second filter. 

• Return to the first filter only: Click the second filter 
column arrow and choose Show All. 

• Return to viewing all records: Choose DataOFilterO 
Show All. 



Optionally, click the AutoFilter arrow from the filtered column and 
choose (All). 
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Figure 1 2-5: Select the first filter 
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Figure 1 2-6: Select the second sort filter 
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er by choosing DataOFilterO 



2. 



3. 



6. 



8. 



AutoFilter. 



Click the column arrow by which you want to filter 
data. This column must contain numeric data. 

Choose Top 10. The Top 10 AutoFilter dialog box 
appears, as shown in Figure 12-7. 



Use the Top 1 0 AutoFilter to filter for the smallest or largest numbers. 




From the first option, select whether you want the top 
(highest) or bottom (lowest) values. 

In the second option, select the number of items you 
want to see (from 1 to 500). 

In the third option, select whether you want to filter the 
items by their name or by their percentile. For example, 
choose to list the top 10 customers per their sales dol- 
lars, or list the top 10 percent of your customer base. 

Click OK. In Figure 12-8, you see the top 10 customers 
by their sales values, sorted by record number. 



To return to the filter options, click the current filter column arrow 
and choose a different filter. 

Click a Sort button on the Standard toolbar to sort the records by 
their value. 



When you're ready to view all records, choose 
DataOFilterOShow All. 
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Figure 1 2-7: The Top 1 0 AutoFilter dialog box 
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Figure 1 2-8: Selecting the top 1 0 
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Customize urn AutoFilter 

DropMQQkS 



ilter by choosing DataOFilterO 



4. 



AutoFilter. 



2. Click the column arrow by which you want to first 
filter data. 

3- Choose Custom. The Custom AutoFilter dialog box, 
shown in Figure 12-9, appears. 



Use a Custom filter when you need to select a range of data instead 
of a single piece of data. For example, use the Custom filter when 
you want tl find any value greater ihan a specified amount or 
where the data contain specific character, 




Select a qualifier from the first drop-down list (see 
Figure 12-10): 

• Equal To and Does Not Equal 

• Greater Than and Less Than 

• Greater Than Or Equal To and Less Than Or Equal To 

• Begins With and Does Not Begin With 

• Ends With and Does Not End With 

• Contains and Does Not Contain 

The qualifiers can apply to label or value cells. 




5. Select a value to go with the qualifier from the second 
drop-down list or type a value in the text box. 

6. Click OK. The filtered data now matches the data criteria. 



Custom AutoFilter 



Show rows where: 

SALES 



equals 



O&nd ©Or 



Use ? to represent any single character 
Use * to represent any series oF characters 
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OK 



Cancel 



Figure 1 2-9: The Custom AutoFilter dialog box 
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equals 
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does not equal 

is greater than 

is greater than or equal to 

is less than 

is less than or equal to 



Use ? to represent any single character 
Use * to represent any series of characters 



OK 



Cancel 



Figure 12-10: Select a qualifier 
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Find Multiple Criteria 



FituLMuitipte Criteria 

ropBaaEs 



er by choosing DataOFilterO 



AutoFilter. 




2. Click the column arrow by which you want to first 
filter data. 

3. Choose Custom. The Customize AutoFilter dialog box 
appears. 

4. Select the first qualifier from the first drop-down list. 

5. Select the second qualifier from the second drop- 
down list. 



When using the AutoFilter, both qualifiers filter on the same field. 
For example, if the first qualifier filters on the Sales field, the sec- 
ond qualifier filters on the Sales field also. If you want to filter on 
two separate fields, such as Sales and State, then you must use the 
Advanced Filter. See the next section "Use Advanced Filtering." 



6. Select a matching option: 

• And: Your data must match both qualifications. In 
Figure 12-11, the Sales values must be greater than 
$50,000 and be less than $100,000. This allows the 
sale of $61,833.51 (D32), but the sale of $2,988.12 
(D4) and $175,086.38 (D34) would not be included. 

• Or: Your data must match only one of the two quali- 
fications. For example, if the first qualifier specifies the 
sales value must be less than 50,000 or be greater than 
100,000, then the sale of $2,988.12 in cell D4, and 
the one of $175,086.38 in D34 would be included 
in the filter, but the sale of $61,833.51 in D32 would 
not be included. 
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Use * to represent any series oF characters 
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Cancel 



Figure 12-11: Select two qualifiers and a match 
option 
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Figure 12-12: Matching multiple criteria 



7. 



Click OK. In Figure 12-12, you see only records whose 
sales fall between the two values. 
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Use-Advanced Filtering 

DropEaoEs 



oFilter is turned off. 

2. Select the first four rows of the worksheet. 

3. Choose InsertORows, which inserts the blank rows at the 
top of your worksheet. Excel uses these as your criteria 
range. 



At least one blank row needs to separate your criteria range from 
your actual database. By inserting four rows, you are creating the 
opportunity to create three criteria options. 



4. Select the header row of your database. 
5- Choose EditOCopy. A marquee appears. 
6. Click the first cell of the first blank row. 



7. 



8. 



Illl m 




Choose EditOPaste to copy the header row of your data- 
base to the first blank row (Row 1). You now have a crite- 
ria range ready to enter filter selections (see Figure 12-13). 




While you could just retype the header row, using the copy and 
paste feature protects you against typing errors. The criteria area 
header row must exactly match the database header row. 



In the first blank row of the criteria range, enter the data 
you want to match. For example, if you want to locate 
any entries for the state of California, type California 
under the State heading. 

9. Enter any additional filter criteria: 

• Create an And filter: If you want Excel to find data that 
meets more than one restriction, enter the desired addi- 
tional criteria in another field on the first criteria row. 



• Create an Or filter: Enter the filter data on the sec- 
ond row of the criteria range. See Figure 12-14 where 
I've added data to both the State and Sales columns. 
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Figure 1 2-1 3: Insert blank rows for a criteria range 
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Figure 12-14: Enter your criteria 



Use Advanced Filtering 




You can use Greater Than, Greater Than Or Equal To, Less Than, or 
LessJhln^r Et^al To as operators in your criteria range. For exam- 
/J J(\sSeigreater than or equal to 100, enter >=100 in the 
Sales criteria row. 

10. Click any cell in the main part of the database. 

/ /. Choose DataOFilterO Advanced Filter. Excel displays the 
Advanced Filter dialog box. 

12. Select the Filter the List, In Place option in the Action 
section. 

13. Verify the database range in the List Range box. 

14. Enter the criteria range. Excel provides two different ways: 

• Type the criteria range including the header row, but 
not any blank rows. For example, in Figure 12-15, the 
criteria range is Al: F2. 



Be sure to specify only the rows that contain filtering information. 
If you include blank rows in your criteria range, Excel includes it in 
the filtering with the effect of not filtering out any data, thereby 
returning all records. 



• Click the Collapse button to the right of the Criteria 
Range box and highlight the entire criteria range, 
including the header row, but not any blank rows. 
Press Enter to return to the Advanced Filter dialog box. 

15. Click OK. Excel places the results of your search in place 
of your original database (as shown in Figure 12-16). 



You cannot place filtered data on a different sheet than the origi- 
nal data, but you can copy and paste it to a different sheet. 



16. When you're ready to view all data records, choose 
DataOFilterOShow All. 
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Figure 12-15: Enter the criteria range 
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Figure 1 2-1 6: A filtered database 
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Chapter 12: Filtering Data 
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Drd£fl§0#kfc0 PiVot Tables 



any people don't use PivotTables because they find them overwhelm- 
ing. Yet, this powerful Excel tool helps you, within an instant, see your 
spreadsheet data in a variety of different ways. PivotTable reports allow you 
to group information, along with varying levels of detail, by different criteria, 
such as date or category. They automatically create subtotals of your data on 
a separate worksheet, which leaves your raw data untouched. 

However, PivotTable calculations aren't limited to adding the numbers 
together. You can use Count, Average, Maximum, Minimum, and a num- 
ber of other statistical functions to help you view the overall picture of 
your data. 

You can fill any of the four main PivotTable areas with your data by a drag 
of the mouse and you can display the data in a table format or in one of 
Excel's many chart formats. 

In this chapter, you find out how you can, within a matter of seconds, gener- 
ate and extract meaningful information from a large amount of data, thereby 
saving you potentially dozens of hours of manual calculations. 





Get ready to. . . 

Create a PivotTable 128 

Select and Manage Pivot Data 131 

Change the Calculation Type 132 

"■►AutoFormat PivotTables 132 

Apply Page Fields 133 

Generate Separate PivotTables 133 

Rename a Field 134 

Format PivotTable Values 1 34 

Generate Multilevel Totals 1 35 

Group Data Together 136 

Calculate a Percent of Totals 1 36 

Add Your Own Calculations 137 

Create a PivotChart 138 



Chapter 13: Creating PivotTables 



Create a PJ(/otTab(e 
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a in a list, while keeping these points 



• Each column should contain only one type of data, 
such as dates in one column and values in another 
column. 

• Make sure each column in the list has a heading label 
directly above the data. (See Figure 13-1 for an exam- 
ple.) PivotTables use the column headings as PivotTable 
fields. 

• Do not leave any blank rows between the data and the 
row headings and no blank columns within the data. 

• Avoid blank cells within the data. If you have dupli- 
cate data, use the Copy command to replicate it in 
the blank cells. 



Wmda- i|m||. 



: 

L 0 X 



ft. 1 



tftJHFrh.1 FWUiMAE 



e ^ii:.-_!.'i<.'irj 



lit*, 



tl|AV*lHJH INI 
PWXTHW >t JT 

IS I^ACCBi LCHpW.JiTu.lt I 
Jfc!«V.t lS tDflPOftftTMJH 

ta jsmra Krootytr 
►I'ffliTiTS simai* 

KnETTVItWUM 
Hj.agTTrs Mmaft 

'J* ±«.-ikWiRiir* 

HI E .-.iPRN W 



geisHOFvOMPiJVi *k 

Of llHtlt ILiM^JW*. JVC 
-Mb n. 



tnurtbj 

i'l> 
Ufi* 

LT5A 

ua* 

LW 

I'-' 

MM 

U5A 
Ui* 

USA 
U£A 

ua* 

USA 
UK* 
U5> 
U5rt 
LB* 

L-£* 
U» 
LF3* 
UE» 
UEA 
Uaft- 

ua* 

IJli> 

US* 
HE*. 
USA 

uu 



M H ♦ H ■ JUI IjjCd 



I r. ;-.-r 

I Hfjlll R 

MaKi 

-•*!..-. 

°Hv,l 

F*uin>. 

I Li ink 
F art — in« 

Kan* 

i i.'i 

e> r*t-H.» 



b t — r 

raldl l™l.™Jnv( Cf !!□!. 

4W? NW 'Jl tXH* 



|Pa«y , Jinn m j, mtVi fltfi H " 



IHJJ 
J- 

jilis 

J' 

itotr 

jnrt 

jntw 

JUL" 
ST 1 * 
306*1 
DSO 

E'LE? 
JJtiU.1 

/LOI 
I'M 

/tf'j 
n.Ji 

.JXW 



M3U 
K3C 
HJU 

hia 
usj 

k» 

KB 
MH1 

rcffi 
Nil 

mil 
rm 

MX) 

Mil 

N3U 
ICO 
KB 
MX 
N3D 
NK 

MSI 
HK 
KX 
ti=R 
Nil 

hdb 

LIK1 



" J> jj t ut 

* 3fMJtl-Lf 
r JifH3dJl£ 

* 27ibaJK 

1 17.^-i-u 1 

* X'flii-K 
' tflJltt-if 

' JO-JcHK 

' lO^itl-tlr 

' i.' c 

' i&W*,05 

' H SqMB 

' ."Ti-S»t^6 
" Jl<H1-rt! 

J[ EjpLti 
1 *-0<l-UH: 
' U.' JttJft 

1 irtfL,|jjE 
r 3T«cm* 
f ifr%i.,m 

F lMct4C 



DP 

16.1 US? 

9EQI EE 
H.JSKE11 

lit imai 
HSSU» 

Ir. - ■ 

■J.EJD 

wen 

Ki 10 

u tii 

IBS 12 

lianas 

1ir..«sc?i 

H.IlM 



VjIH 

ft.UU 

»m 

ID ED 
CDTj 

yjm 

ft i w 
IClEP 

»IW 

KUW 
10 ED 
«JUU 

jciiia 

(DUJ 
10 DJ 

W.Tiii rn 
loin 
i4i i 

BID 
fODG 
jnm 
to ID 
*nnn 

ID ID 

n^i* jo 
yjr»l 

VIED 

ft.au 



ED 
ftH'J 
VI HI 
ID ED 
fDQQ 

VITNl 
ft' EC 
JOED 

duo 

ID ED 
VJLU 
ft'ED 
(□ED 
to Ml 
»D0 
JOED 
tDUtl 

won 

(DID 
(CJLti 
tOQl 
|OLJ.i 

ton 

1001 
VCD 

tom 

tOiU 
»rm 
in ID 
k i.- j 



Figure 13-1: PivotTable data example 



war 
Huh 
»«jr 
naj- 
ICJ1 

HIJ] 
Ifl.I 

K)U 
not 
HOI 
but 

KUi 

Vi r 

H'JU 

mat 
yioi 

Bi-Ju 

*nnn 
vim 

tyi'iF 

HI OH 

man 
yinr 

Rill 

nan 

HJ'Jt 

inni 
MiJt 



llll '25 



If you have more than one list on the same worksheet, 
make sure at least one blank column and one blank 
row separate them. Figure 13-2 illustrates a worksheet 
with multiple data tables. Although you can create 
multiple PivotTables in a workbook, you can use 
only one table at a time when creating a PivotTable. 

Remove any Excel generated subtotals or grand totals 
in the data by choosing DataOSubtotalsORemove All. 

Plan your questions about how you want your data 
analyzed. For example, if your data is sales informa- 
tion, perhaps you want to know your sales totals by 
region or a specific salesperson, or even deeper such 
as by salesperson and by quarter. If your data is infor- 
mation about your video collection, perhaps your 
questions are how many DVDs you have with a cer- 
tain actor as the star, or, how much you paid for all 
the PG-13 rated movies? 
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Figure 1 3-2: Separate multiple data ranges with blank rows and columns 



Create a Pii/otTabte 




2. Click in any cell containing data. 

r able and PivotChart Report. Step 1 of 
IvotChart Wizard appears. Excel needs 
to know where your data will come from: 

• Microsoft Excel List or Database: Creates the 
PivotTable from organized data in a Microsoft Excel 
worksheet. 

• External Data Source: Creates a PivotTable from data 
stored in a non-Excel database. 

• Multiple Consolidation Ranges: Creates a PivotTable 
from multiple Microsoft Excel worksheet ranges. 

• Another PivotTable Report or PivotChart Report: 

Creates a PivotTable from another PivotTable 
report in the same workbook. 

4. Click the Next button. Step 2 appears. 

5- Verify that Excel correctly identified your data range, 
including the headings. If not, specify the correct 
area in the Range box as you see in Figure 13-3. 

6. Click the Next button. Step 3 appears. 

7. Select the New Worksheet option. 



You can use the existing worksheet option if you're creating a 
PivotChart. You must create PivotTables as a new sheet in the exist- 
ing workbook. 



8. Click the Finish button. The PivotTable and PivotChart 
Wizard closes and Excel creates a new worksheet with a 
blank PivotTable, along with the PivotTable toolbar and 
the PivotTable Field List, which contains each field from 
your data range (see Figure 13-4). PivotTables contain 
four primary elements: 
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Figure 1 3-3: Specify the data you want to analyze 
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Drop Data Items Here 
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Figure 1 3-4: A blank PivotTable 
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Chapter 13: Creating Pi</otTab(es 



Rows: Displays your data vertically with one item 



DropBSOks 



ays the data horizontally with one 
item per column. 

• Data: Summarizes the numerical data. 

• Page: Displays each section of data on its own page, 
which allows you to display data for a single item. 

9. From the PivotTable Field List, select the field you want 
categorized. 

10. Select Row Area from the drop-down list at the bottom 
of the PivotTable Field List. Excel displays each unique 
item from the field you selected. In Figure 13-5, Excel 
displays each Sales Rep. 

If you want the categorized field displayed horizontally instead of 
vertically, choose Column Area instead of Row Area from the drop- 
down list. 

/ /. Click the Add To button. 



Optionally, drag a field to its marked area, such as Add Rows Here. 
As you drag the field, your mouse pointer drags a small gray box. 



12. From the PivotTable Field List, select the field you want 
summarized, such as sales totals. 

13. Select Data Area from the drop-down list at the bottom 
of the PivotTable Field List. Excel takes the data and 
adds the totals to the PivotTable (see Figure 13-6). 



The PivotTable Field List indicates fields used in the PivotTable with bold letter- 
ing. You don't have to use all the fields in the PivotTable and you don't have to 
place fields in every area of the PivotTable. 
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Figure 1 3-5: Placing a row field 




Figure 13-6: A completed PivotTable 



p. Select and Manage PiVot Data 

ick the down arrow in the gray 
heading over the Row Fields section. A list of individual 



2. 



items appears. 




To remove any unwanted or misplaced field, select the gray heading 
and drag it off the PivotTable onto another area of the worksheet. 



Remove the check mark next to any item you don't want 
included in the PivotTable. 



Optionally, to hide data in a PivotTable, right-click the field and 
choose Hide. Hiding an item removes it from the report, but the item 
still appears in the drop-down list for the field. 



Click OK. In Figure 13-7, only data for two specifically 
selected sales reps appears in the PivotTable. 



Click the Show All option to quickly select or deselect all options. 





Select any of the following methods to update the 
PivotTable with any changes made in the original data: 

• Click the Refresh Data button (as shown in 
Figure 13-8) or the PivotTable button on the 
PivotTable toolbar; then choose Refresh Data. 

• Right-click anywhere on the PivotTable and choose 
Refresh Data from the shortcut menu. 



To have the PivotTable refresh itself whenever you reopen the file, click 
the PivotTable button on the PivotTable toolbar and then choose Table 
Options. In the PivotTable Options dialog box, select Refresh on Open. 

Double-click any data value to display, on a new worksheet, the 
specific detail from which the data comprised. 





Select and Manage Pii/ot Data 
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Figure 13-7: Filter data from a PivotTable 
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Figure 13-8: Keep your PivotTable accurate with the Refresh Data feature 
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qe the Calculation type 



the totaled data field. 



Click the Field Settings button on the PivotTable tool- 
bar or right-click the field and choose Field Settings. 
The PivotTable Field dialog box, shown in Figure 13-9, 
appears. 

3- From the Summarize By list, select the function you want 
to use. Choices include Sum, Count, Average, Max, Min, 
Product, CountNums, StdDev, StdDevp, Var, and Varp. 



Optionally, click the Number button and select a format for your 
summary field. 



4. Click OK. Excel re-summarizes the field based on the 
function you selected. The field title also changes to 
reflect the selected function. 





If you don't want to display grand totals at the bottom, click the 
PivotTable button on the PivotTable toolbar and choose Table 
Options. From the PivotTable Options dialog box, remove the check 
mark from Grand Totals for Columns. Click OK. 



AutoFormat PiVotlabies 



h From the PivotTable toolbar, click the Format Report 
button. The AutoFormat dialog box opens (see Fig- 
ure 13-10). 

2. Select a format and click OK. 



Rfl 



*«i «M'|wi I Jrt.l* ! ■ » >■ 
Ufl ¥1** I nun kptro«T 1knk Dim tftflria* l|i|p 



. 9 * 



> 11775B1 



1 ■ ■ ■ 




H _jl 



3 Sum of TOTALS 



4 Sale s Rep 

5 Barker 

6 Bowling 

7 Feltsmsn 

8 > KJng 

9 Kingston 
ID Kaors 

11 Martinet 

13 Perkins 

14 Rogers 

15 Tftnmassan 
IB G»3nd Total 



Total 



1 28593.88 
M0961 .64 



14776.91 



I, . - ■ 



133162.61 
117205.83 
1 9056. 22 
322326.35 
106090.38 
15464.23 
FDS2 B3 
1695171.37 




— j— 



*] 




Figure 1 3-9: Select a different summarizing function 
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Figure 13-10: Select an AutoFormat from any of 
the many options 



If you don't like any of the AutoFormat options, you can manually 
format any PivotTable section through the Field Settings feature. 



Fie Us 



AppUiJPaqe .Fiei 

ropBQOcks 



2. 
3. 



Field List, select the field you want 
to use to subdivide your PivotTable. For example, if you 
want to see the total sales of each sales rep by country, 
you select the Country field. 



Page fields allow you to filter the entire PivotTable report to dis- 
play data far a single item ar all the items. 



Drag the field onto the Drop Page Fields Here section. 

From the Page Field Selection drop-down list, select the 
field by which you want to filter. Figure 13-11 shows the 
sales total for the Canadian sales reps, instead of view- 
ing all sales reps sales totals. 




Generate Separate PitfotTables 

h Save your file. The Undo function isn't available for this 
step, so if you don't get the results you expected, you have 
to manually delete each and every added worksheet. 

2. From the Page Field Selection drop-down list, select the 
field by which you want to filter. 

3. Click the PivotTable button on the PivotTable toolbar 
and choose Show Pages. 

4. Click OK at the resulting Show Pages dialog box. As 
Figure 13-12 shows, Excel generates a PivotTable for 
each field (in this example, Country), each on its own 
worksheet in the workbook. 

To delete an unwanted separate PivotTable worksheet, right-click 
the unwanted worksheet tab and choose Delete. Click Delete again 
at the resulting confirmation message. 




Generate Separate PitfotTabtes 
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Figure 13-11: Separate data by adding a field to the Page area 
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Worksheet tabs 
Figure 13-12: Splitting the data into individual pages 
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u want to rename. 



2. Click the Field Settings button on the PivotTable toolbar. 
The PivotTable Field dialog box opens (see Figure 13-13). 



Optionally, click the field name in the PivotTable and begin typing 
a new name. Press Enter when you are finished. 



3. Type the new name in the Name text box. 

4. Click OK. Only the name on the PivotTable appears with 
the new name. The PivotTable Field List doesn't change. 




Format PivotTable Values 



h Select the heading for the field you want to modify. 

2. Click the Field Settings button on the PivotTable toolbar. 

3. From the Field Settings dialog box, click the Number 
button. 

4. From the Format Cells dialog box (see Figure 13-14), 
select the Number format you want. 

5- If applicable, select the number of decimal places 
you want. 

6. Click OK twice. 



To change the format of PivotTable text, select any desired text cells and for- 
mat them with the tools on the Format toolbar or though the Excel Format Cells 
dialog box (choose FormatoCells). 
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Figure 13-13: Rename a PivotTable field 
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Figure 13-14: Setting value formats 



Generate Multilevel Totals 




te Multilevel lotais 

«H^^tfraB^^see the "Create a PivotTable" sec- 
tion, earlier in this chapter) . 

2. To create a second summary level, drag the next field 
you want to subtotal from the PivotTable Field List onto 
another PivotTable area, keeping these pointers in mind: 

• If you want to create a second category, such as by 
Country, and then by Salesman, drag the field onto 
the Row area. Figure 13-15 shows a PivotTable with 
two categories. The field closest to the data is called 
the inner row (in this example, Sales Rep). The other 
field is called an outer row (in this example, Country). 
Excel displays data in the inner row under each of the 
outer row fields. 

• If you want to total additional fields, drag the field 
into the Data area. 
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Figure 13-15: Multiple category fields 



• If you want to sum different fields, or if you want to 
create two different total types (such as count and 
sum, or max and min), select a field you have already 
used. Currently used fields are listed in bold type. As 
you see in Figure 13-16, the fields appear vertically in 
the Data area. 



You can add even more data fields to your PivotTable. PivotTable data 
fields are only limited by the amount of memory in your computer. 



• If you want the data fields displayed horizontally, 
drag the gray Data button onto the cell that has the 
Total heading. Excel rearranges the data fields. 



To redisplay the data in a vertical format, drag the Data button to 
the left, onto the Row area. 
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Figure 13-16: Multiple data fields 
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Group bata Together 



r~ irrgjw uata 10 

DropHoQEs 



e (see the ''Create a PivotTable" section, 
earlier in this chapter). 

2. Click in any cell of the field you want to group. A popu- 
lar field to group is a date field. 

3- Click the PivotTable button on the PivotTable toolbar, 
and choose Group and Show DetailO Group. 

4. From the Grouping dialog box, select the grouping option 
you want to use. The options that appear depend on the 
type of data you are grouping. 

5. Click OK. Figure 13-17 illustrates two pivot table exam- 
ples; one with the dates in detail and the other with the 
dates grouped together by month. 



To ungroup categories and redisplay the entire list, click the PivotTable 
button and choose Group and Show Details Ungroup. 



Calculate a Percent of Totals 

h Add a second totals field and display the two fields hori- 
zontally (see the earlier section, " Generate Multilevel 
Totals"). 

2. Select the second totals field and click the Field Settings 
button on the PivotTable toolbar. 

3. From the PivotTable Field dialog box (see Figure 13-18), 
choose % of Column from the Show Data As drop- 
down list. 

4. Click OK. Excel displays the second totals field as a per- 
cent of total. 
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Figure 13-17: Group data together 
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Figure 13-18: Create special calculations 



Add l/our Ou/n Calculations 



AddMour Own C 

DropHQQEs 



mr Own Calculations 



toolbar, choose PivotTableO 
FormulasOCalculated Field. The Insert Calculated Field 
dialog box appears. 

2. In the Name text box, type a name for the formula, such 
as CommAmt. 



Calculated Field names can include spaces and special characters. 





3- In the Formula box, delete the =0 and create your own 
formula, following these tips: 

• Like other Excel formulas, begin with an equal sign, 
but use field names instead of cell references. 



While you can't use cell references in a formula, you can use static 
values. 



• Double-click any field name in the Fields box to add 
it to the formula. 

• Use the standard formula operators such as plus, 
minus, multiply, and divide (+, -, *, and /). 
Figure 13-19 shows a formula that calculates a 
12% commission on the sales rep totals. 

4. Click OK. Excel creates a new data column with the 
calculated value. Figure 13-20 shows a PivotTable 
with a calculated field next to the data field. 



Insert Calculated Field 



Name: 


| Commission Amount j v 


Modify 








Formula: 


=TOTALS* 12%| 


Delete 



Fields: 



Invoice Date 
Current 
30 Days 
60 Days 
90 Days 
120 Days 
TOTALS 
Commission Amount 



Insert Field 



OK 



Close 



Figure 13-19: Create a customized calculation 
formula 
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Figure 13-20: A customized formula calculation added to a PivotTable 




If you no longer want the calculated field on your PivotTable, drag 
the calculated field heading off the PivotTable, and onto another 
area of the worksheet. 
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Create a PJtfotChart 



Create a nvofr 
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2. 
3. 



5. 
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ble (see the earlier section, " Create a 

PivotTable"), 

Click anywhere in the PivotTable. 

Click the PivotTable button on the PivotTable toolbar. 

Choose PivotChart. Excel automatically inserts a new 
worksheet with a chart based on the PivotTable (see 
Figure 13-21). All PivotTable data, except for the totals 
and subtotals, appear in the PivotChart. 

Optionally, click the PivotChart button on the PivotTable toolbar. 




Changes to the PivotTable affect the PivotChart and field changes 
to the PivotChart affect the PivotTable. 



Format the chart (see Chapter 9) with the following 
exceptions: 

• You cannot move or resize the plot area. 

• You cannot move or resize the legend. 

• Refreshing the PivotTable removes any manually 
applied chart formatting. 

• PivotCharts cannot be scatter, bubble, or stock charts. 

• You cannot add data to the PivotChart from outside 
the PivotTable. 

• You can use the PivotField buttons with the same func- 
tionality as those in the PivotTable. See Figure 13-22. 
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To delete the PivotChart, right-click the chart sheet tab and choose 
Delete. 
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Figure 13-21: Create a PivotChart 
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Figure 1 3-22: Display selected data using the PivotChart buttons 
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d^mWm Simp (e 
Macros 

\M ou can often save yourself time by automating tasks you perform fre- 
quently The automation takes the form of an Excel macro, which is a 
series of commands and functions grouped together as a single command. 
Macros are created in a special programming language called Visual Basic 
and can be run whenever you need to perform the task. 

While you can write your own very complex macros in the Visual Basic pro- 
gramming language, the easiest method for many macros is to use the Excel 
Macro Recorder. When you record a macro, Excel stores information about 
each step you take as you perform a series of commands. You then run the 
macro to repeat, or play back, the commands. 

The macro recorder is very literal and records every action you complete. 
Therefore, planning your macro before you begin the recording process is 
very important so you don't record unnecessary steps. 

Security is an important issue when working with macros, because if you 
open worksheets from other sources, the worksheets may contain macros 
that are harmful to your computer. By default, Excel protects you from run- 
ning macros, but if you're creating your own macros, you'll probably need 
to change the security settings. 

In this chapter, you find out how to change your security settings, as well as 
how to record, run, and delete Excel macros. 
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Get ready to. . . 

Record a Macro 

Check Macro Security Level 

Run a Macro 

Assign a Macro Keystroke 

Create a Macro Toolbar Button 

Stop a Macro 

,m + Delete a Macro 

,m + Delete a Personal Macro 



Chapter lb: Building Simple Macros 



r~ Record a Macro 

DropRaaEs 



acroORecord New Macro. The Record 
Macro dialog box, shown in Figure 14-1, appears. 

2. In the Macro Name text box, type a name for the macro: 

• The first character of the macro name must be a letter. 

• Macro names cannot contain spaces. You can use let- 
ters, numbers, or the underscore character. 

• You cannot use a cell reference as a macro name. 

• Macro names are not case sensitive. 

3- Select where you want to store the macro from the Store 
Macro In drop-down list: 

• This Workbook: Save the macro in the current work- 
book. If the file is a template, Excel stores the macro 
with the template. Any workbook using the template 
has access to the macro. 



6. 



mi w 



• New Workbook: Create macros that run in any new 
workbooks created during the current Excel session. 

• Personal Macro Workbook: Choose this option if you 
want the macro to be available whenever you use Excel. 

4. Type a description of the macro in the Description box. 
Click OK. A Stop Recording toolbar, as shown in 
Figure 14-2, appears on-screen. 

5- Perform the actions you want to record. 



If you want to record the steps relative to the current cell, such as 
(Go up one row and insert a blank line), click the Relative Reference 
button on the Stop Recording toolbar. 



Click the Stop Recording button or choose ToolsO 
MacroOStop Recording. 




Record Macro 



Macro name: 



Shortcut key: 
Ctrl+ 



Store macro in: 



This Workbook 



Description: 

Macro recorded 1 1/14/2005 by Diane Koers 



OK 



Cancel 



Figure 14-1: The Record Macro 
dialog box 
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Figure 14-2: The Stop Recording toolbar 



Check Macro Security Lev el 




Macro Security Lei/et 



bOSecurity. The Security dialog box 
shown in Figure 14-3 appears. 

2. Set a security level: 

• Very High: Allows you to only run macros that are 
stored in a trusted location. The Trusted Publishers 
tab lists all trusted locations. 

• High: You can run only those macros that are digi- 
tally signed. This is the default setting in Excel. 



3. 
4. 




A digital signature is an electronic, encrypted, secure stamp of 
authentication obtained from a commercial certification authority. 
Excel's Visual Basic programming language contains a self-certifying 
digital signature tool, but because it doesn't come from a third party, 
Excel still considers it unauthenticated and displays a warning box 



• Medium: Excel displays a dialog box asking if you 
want to enable macros. If you are creating your own 
macros, you should probably choose this setting. 

• Low: Allows macros to run without you being noti- 
fied first. This can be helpful if you run a lot of 
macros, but be aware of the risk of using macros 
from unknown sources. 



Select the Low setting only if you have virus scanning software that 
checks your Microsoft Office files or you open only workbooks that 
you know do not contain viruses. 



Click OK. 

Close any currently open Excel workbooks. Depending 
on the setting you selected, when you reopen a file con- 
taining a macro, you may see the Security Warning dia- 
log box, shown in Figure 14-4. 

Click the Enable Macros button if you know where the 
macro originated. 




Security 



Security Level J Trusted Publishers 



O Very High. Only macros installed in trusted locations will be allowed 
to run. All other signed and unsigned macros are disabled. 

O High. Only signed macros from trusted sources will be allowed to 
run. Unsigned macros are automatically disabled. 

® Medium. You can choose whether or not to run potentially unsafe 
macros. 

O Low (not recommended). You are not protected from potentially 
unsafe macros. Use this setting only if you have virus scanning 
software installed, or you have checked the safety of all documents 
you open. 



OK 



Cancel 



Figure 1 4-3: The Security dialog box 



Security Warning 



"C:\MYFILES\EXCEL\Employee timecardl.xls" contains macros. 



Macros may contain viruses. It is usually safe to disable macros, but if the 
macros are legitimate, you might lose some functionality. 



Disable Macros 



Enable Macros 



More Info 



Figure 14-4: Macro warning box 
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Chapter lb: Building Simple Macros 



a Macro 




llsVWacroOMacros. The Macro dialog box, 
shown in Figure 14-5, appears. 

2. Select the macro you want to run. 

3. Click the Run button. Excel executes the selected macro. 



Save your file before running a newly created macro. You cannot 
undo the macro. 




Assign a Macro KeyStroke 

h Click ToolsOMacroORecord New Macro. 



2. In the Macro Name text box, type a name for the macro. 

3- Select where you want to store the macro from the Store 
Macro In drop-down list. 

4. Type a description of the macro in the Description box. 

5. Assign a keystroke combination (see Figure 14-6). If you 
select a shortcut key already used in Excel, the macro 
shortcut overrides the Excel shortcut while the work- 
book that contains the macro is open. 



If you enter a lowercase letter, Excel assigns it a Ctrl+lowercase let- 
ter combination. If you type an uppercase letter, you must press 
Ctrl+Shift+the letter to run the macro. The shortcut key cannot be 
a number or special character. 



6. Click OK. 

7. Perform the actions you want to record and then click 
the Stop Recording button. 

8. To execute the macro, press the shortcut key you assigned. 
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Figure 14-5: Select a prerecorded macro 
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Macro name: 
CompanyHeadings 

Shortcut key: Store macro in: 

Ctrl+Shift+0 
Description: 



This Workbook 



Macro to enter company name at top of worksheet 



OK 



Cancel 



Figure 14-6: Assign a shortcut key 
to a macro 



Stop a Macro 




a Macro Too (Bar Button 



>mize. 



2. Click the Commands tab. Then select Macros from the 
Categories list. 

3. Drag the Custom button from the Commands box to 
the toolbar on which you want to place it. 

4. Release the mouse button when the mouse pointer 
resembles a capital letter I like the one in Figure 14-7. 

5. With the new button selected, click the Modify Selection 
button in the Customize dialog box. 

6. Choose Assign Macro. The Assign Macro dialog box 
appears. 

7- Select the macro you want to assign to the toolbar 
button. 

8. Click OK. 

9. Click the Close button. 

10. To run the macro, simply click the toolbar button. 



Check out Chapter 1 5 for more information on customizing toolbars. 




Stop a Macro 



h Press the Escape key. The Microsoft Visual Basic window 
opens (see Figure 14-8). 

2. Click the End button. 



Hold the Shift key while starting Excel to prevent Excel from auto- 
matically running a macro. 




r Mil i ■mil Vliilril HhIl p+iij |M»Hnl*l |i hj,iJ 

i 4 FIN l*r Vfrw town Fimn rr-fauq K«« w ».\ P 



f !■ I l~l I fm=.t. 

IMtt.i [nnilfe] £L' JBf itdS Jlf Jt Lite INalz 



fcrl iVwlIclJ.r jtm.HM.i.1 * -*»ri*r- 
* nunc l -S*li±? 
*^-« 1Tf»CT»4l .fiinp^iMIC) - -Qc*nB**- 
.Ullllirc 

let Lv^KLl.rdtoii^iri - — ■ ■■ 

V*no.if (1*1 . 3c lit* 
*"i«n< >3 S -*»4-»pt 
jt»hUKr*rii' , i .Mini 

*»4*«lw»rfent,lflia ' Tr>n 
CclUm™***-:^ .tnl irr J-jL-tT II 



"El 1!. 



*T 



L_ 



Figure 14-7: Quickly access a macro by adding it to the toolbar 
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Figure 14-8: Stopping a macro 
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P 

delete. 




e a Macro 



ok containing the macro you want to 



2. 



3. 



Choose ToolsOMacroOMacros. The Macro dialog box 
appears (see Figure 14-9). 

From the Macro dialog box, select the macro name you 
want to delete. 




4. Click the Delete button. A confirmation box appears. 

5. Click Yes. 



Deleting a macro does not remove any button you placed on the tool- 
bar. To delete a button from the toolbar, choose ToolsOCustomize 
and drag the button off the toolbar. 



Delete a Personal Macro 

/. Choose WindowOUnhide. The Unhide dialog box, 
shown in Figure 14-10, appears (unless the Personal 
Workbook already is displayed or you don't have any 
personal Macros). 

2. Choose Personal, then click OK. The Personal 
Workbook appears. 



4. 
5. 



Choose ToolsOMacroOMacros. From the Macro dialog 
box, select the macro you want to delete. 

Click the Delete button. A confirmation box appears. 

Click Yes. 



6. Choose FileOClose. (You are closing the Personal 
Workbook.) A Save Confirmation dialog box appears. 



7. Click Yes. 
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Macro 



Macro name: 



CompanyHeadings 
iCompany Headings 



Run 



Cancel 



Step Into 



Edit 



Create 



Delete 



All Open Workbooks 



Macros in: 

Description 

Macro to enter company name at top of worksheet 



Options... 



Figure 1 4-9: Select a macro to delete 
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Cancel 



Figure 14-10: Unhide the Personal 
Workbook 



&0iMsf ime With 
Excel loots 

This chapter is about stuff . . . Excel stuff. In the earlier chapters, I show 
how Excel has lots of power to make your computing life a little easier. 
This chapter contains a diverse group of Excel tools designed to speed up 
data entry and help improve spreadsheet quality. 

In this chapter you discover how to 

Add special characters such as the copyright symbol, the registered 
trademark, foreign characters, or smiley faces. 

Create a custom toolbar where you can specify the tools you use most 
often. 

Split data into multiple columns where you can break up data contain- 
ing multiple words such as a first name and last name; or city, state, 
and zip code into separate columns. 

Merge columns, which uses the Excel concatenate function to com- 
bine data. 

Manage Excel's AutoCorrect feature, where you see how Excel automati- 
cally corrects many common misspelling or formatting issues. 

Work with SmartTags, those funny little indicators that often appear 
when you perform certain Excel functions or enter a particular type 
of Excel data. 

Let Excel flag potential formula errors and offer to correct them for you. 




Get ready to. . . 

Add Special Characters 146 

Create a Custom Toolbar 1 46 

Split Data into Multiple Columns 147 

Merge Columns 148 

Manage AutoCorrect 149 

Check for Formula Errors 149 

Work with SmartTags 1 50 
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DropBaaRa 



Characters 



ant the symbol. Special characters can 
be in their own cell or amid other text or values. 

2. Choose InsertO Symbol. The Symbol dialog box appears 
(see Figure 15-1). 

3- From the Symbols tab, click the symbol you want to use. 



Different fonts display different symbols. If you don't see the 
symbol you want, select a different font from the Font drop-down 
list. Additional special characters are available on the Special 
Characters tab. 
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Figure 15-1: Insert symbols, such as the copyright character, 
into a cell 



4. Click the Insert button. Excel inserts the symbol into the 
current cell. Click the Close button. 



Create a Custom Toolbar 



llll m 



h Choose ToolsOCustomize. The Customize dialog box 
appears. 

2. From the Toolbars tab, click the New button. 

3. Enter the name you want to describe the new toolbar. 

4. Click OK. A new blank toolbar appears on-screen. 

5. From the Commands tab of the Customize dialog box, 
select a category for the first tool you want to add. A list 
of available Excel commands appears on the right side 
of the dialog box (see Figure 15-2). 

6. Drag the command you want until it is on top of the new 
toolbar. When you release the mouse button, a button 
representing the command appears on the new toolbar. 



7. Click the Close button. 
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Figure 1 5-2: Create a customized toolbar 



Split Data into Multiple Columns 




ata into Multiple Columns 

;Vftmrc4lM*ifs to the left of the cells you want to 
convert into multiple columns. If you want your data in 
three columns, then you must have two blank columns. 

2. Select the cells you want to convert. 



You can't split empty cells, and you can't split merged cells. You 
must first unmerge the cells. See Chapter 4 for information about 
merged cells. 



3- Choose DataOText to Columns. The Convert Text to 
Columns Wizard appears (see Figure 15-3). 

4. Select the Original data type that suits your date. The 
Delimited type works if your data has a similar format. 
If the cells all contain a specific number of characters, 
select the Fixed Width radio button. 



If your data type is delimited, be sure that each section is separated 
by a common character such as a comma, period, apostrophe, or tab. 



5- Click Next. The option you see next depends on which 
data type you selected in Step 4. For Fixed Width, click 
the ruler bar where you want the data to split. For 
Delimited, enter the character you used to separate your 
text. In Figure 15-4, the text is separated by a space. 

6. Click the Finish button. Excel separates the selected cells 
into multiple columns. 




7. Click OK. 




To split data into two lines in the same cell, press Alt+Enter where 
you want to break the line. 
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Figure 1 5-3: Convert text to multiple columns by specifying what separates the 
text sections 
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Figure 1 5-4: Splitting data into multiple columns 
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_~ Mexae Columns 

DropBooEs 



here you want the merged data. 
2. Choose Insert^Function. 

From the Category drop-down list, choose Text. 
Select CONCATENATE. (See Figure 15-5.) 
Click OK. The Function Arguments dialog box appears. 



3. 
I*. 
5. 
6. 



7. 



U8 



Type the first cell address or click the cell you want to 
add to the combination. Excel enters the cell address in 
the Textl box. 



Optionally, on any line, if you want specific text that's not in a cell 
address, type the text or punctuation, including any spaces. Excel 
places any spaces, punctuation, or text in quotation marks. 



In the Text2 box, click the cell or type the text you want 
next. Each element must go in its own Text box line. 
Figure 15-6 shows an example. 




8. Click OK. 





To convert the merged cells into plain text, instead of formulas, 
select the merged cells, choose EditoCopy, choose EditoPaste 
Special, and then select Values from the Paste Special dialog box. 

Optionally, use the ampersand (&) between cell addresses to join 
text items. For example, =ai&bi returns the same value as 
^concatenate ( Al , Bl ) . However, the cells you connect 
with the ampersand cannot be blank. 
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Figure 1 5-5: Using a function to combine multiple columns into a single column 
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Figure 1 5-6: Concatenating text columns 



Check for Formula Errors 



r~ Manaqe Auto Correct 

DropBaoKSt 



Correct Options. The AutoCorrect 
Options dialog box opens. 

2. Remove the check marks from any option you do not 
want Excel to automatically correct. 

3. In the Replace box, type a common typing mistake. For 
example, if you frequently type profitt instead of profit, 
type profitt in the Replace box. 

4. In the With text box, type the correct word (see 
Figure 15-7). 

5- Click the Add button. 



To remove any unwanted entry, select the entry and click the 
Delete button. 



6. Click the Auto Format As You Type tab. 

7- Remove the check mark from any feature you don't 
want Excel to automatically perform. 

8. Click OK. 




Check for Formula Errors 



h Choose ToolsOError Checking. Excel checks the current 
worksheet for formula errors and stops at the first error. 
As Figure 15-8 shows, the Error Checking dialog box offers 
several pieces of information including the cell reference 
containing the possible problem, a description of the 
possible problem, and a button to remedy the problem. 

2. Click the button that offers to remedy the problem or 
Next to leave the formula as is. 

3- When the error checking is complete, click OK. 



AutoCorrect: English (U.S.) 
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Figure 1 5-7: AutoCorrect Options 
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Figure 15-8: Check for potential errors 
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DropBoQks 



tk SmartTags 



itoCorrect Options. 

2. Click the SmartTags tab (see Figure 15-9). 

3. Enable the Label Data with SmartTags option. 

4. Click OK. 



To have Excel notify you with a sound whenever a SmartTag appears, 
you must have Microsoft Office Sounds installed on your computer. 
Then choose Tools^ Options and from the General tab, select the 
Provide Feedback with Sound option. 




Auto Correct 



AutoCorrect ' AutoFormat As You Type ; Smart Tags 



Excel can recognize certain types of data in your workbooks. For each 
recognized type, there are actions you can perform with that data. 

0 Label data with smart tags 

Recognizers: 



PI Crystal Reports (Crystal Reports Smart Tag Recogr 

0 Date (Smart tag lists) 

0 Financial Symbol (Smart tag lists) 

0 Person Name (Outlook e-mail recipients) 

0 Geographic Heading (MapPoint location headings) 



> 



Properties... 



Check Workbook. , 



More Smart Tags. 



Show smart tags as Indicator and Button i v 
0 Embed smart tags in this workbook 



OK 



Cancel 



Figure 15-9: Enable additional SmartTags 



5. 



Illl 150 



From the worksheet, click a SmartTag icon. Each SmartTag 
type appears with a different icon appearance including 

• Paste: These appear over pasted data (such as the one 
in Figure 15-10), offering options about pasting. 

• AutoFill: These appear after you fill data in a work- 
sheet, offering how to fill the text or data. 

• Insert: These appear next to inserted cells, rows, or 
columns, offering a list of formatting options. 

• AutoCorrect: These appear as a small, blue box near 
text that was automatically corrected, offering to 
undo an AutoCorrect action. 

• Financial: These appear over a cell with a U.S. stock 
symbol and offers options to check stock prices. 
Financial SmartTags are indicated by a purple triangle 
in the lower- right corner of a worksheet cell. 

• Error Checking: These appear over potential for- 
mula errors in the same way as the Error Checking 
feature. Error Checking SmartTags are indicated by 
a small green triangle in the upper-left corner of a 
worksheet cell. 
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Drc&BGlW « Commission 
Calculator 



Suppose you're a business owner and you pay your salespeople a sliding 
commission rate based on their total sales for a specified period, such 
as a month. First, you need a sheet of paper to list each salesperson's sales. 
Then, at the end of the period, you have to subtotal each person's sales. 
Finally, you have to figure out which percent commission to give based 
on that subtotal. 

With a Commission Calculator worksheet, designed with the use of basic 
Excel features, as well as using several Excel functions (sumif, count if, and 
nested if statements), all you have to do is enter the individual sales. Excel 
does the rest for you, saving you precious time and reducing the chance for 
human error. To set a worksheet up, you do the following tasks: 

Enter basic headings 

Create a sliding commission rate table 

Define the data input area where you track the individual sales 

Design the calculation area where Excel calculates the totals and 
commission 

Enhance the worksheet appearance so it's easier to read 
Protect and save the worksheet as a template 
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Chapter 16: Creating a Commission Calculator 



_ Enter Hea 

DropBQQ 




mmission Calculator. 

2. In cell A2, type For the month of:. 

3. In cells A3, B3, C3, and D3, type the following column 
headings: Sales Person, # of Sales, Total Sales Amount, 
and Commission Amount. 

4. Move down enough rows to accommodate all your 
salespeople's names, plus a couple of extra rows, and 
in column A of the row, type Totals. 

5. Beginning with cell A4, moving down the column, list 
the names of your salespeople. 

6. Move down three more rows and type the following col- 
umn headings: Sale Date, Transaction Number, Sales 
Person, Sale Amount. Your worksheet should look like 
Figure 16-1. 



Create the Commission Table 

h In an unused area of the worksheet, enter your sales 
dollar breakdown. 



2. 



3. 
5. 



6. 
7. 



In the cells next to the sales dollar breakdown, such as 
in cells L4, L5, L6, and so forth, enter the commission 
percentage. 

Format the sales dollar values as currency (see Chapter 4). 

Format the commissions as percentages (see Figure 16-2). 

Select the commission table and choose InsertONameO 
Define. The Define Name dialog box appears. 

Type CommissionTable or another name for the table. 

Click OK. 
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Figure 16-1: Enter headings for a commission worksheet 
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Figure 16-2: Create a commission table 



Total Sales tilth the SUMlF Function 



D nSffi 



the Sates Data Input Area 

worksheet where you will enter the 
individual sales, select the cells in the Salesperson col- 
umn. In Figure 16-3, I selected cells CI 5 through C114, 
which gives room for 100 sales entries. 

2. Choose InsertONameODefine. The Define Name dialog 
box appears. 

3. Type SalesRep for the range name; then click OK. 

4. In the same worksheet section, select the cells you will 
use in the Sales Amount column. Be sure to include the 
same number of cells you included in Step 1 . 

5- Choose InsertONameODefine. The Define Name dialog 
box appears. 

6. Type SalesAmt for the range name; then click OK. 



To verify the formulas you create in the next several sections, enter 
some sample data in the sales data input area. 



Total Sates tilth the SUMlF Function 

h In cell C4, enter the following formula and then press 
Enter: =SUMIF(SalesRep / A4 / SalesAmt). If you entered 
sample data in the sales data input area, you see the 
total sales for the salesperson. 

The Excel sumif function calculates the totals of numbers that 
meet specified criteria. The function first asks for the area you want 
to look at, then the cell it should look to match, and finally the 
amount you want the function to total. 

2. Copy the formula in C4 to the end of your salesperson list 
(see Figure 16-4). Chapter 2 shows how to copy formulas. 
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Figure 1 6-3: Define the sales person data input area 
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Figure 1 6-4: Copy the formula down the rows 
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Chapter 16: Creating a Commission Calculator 



Use-ihe CQUNTlF Function 



DropBoofc/s 



/. In cell B4, enter the following formula, then press 

Enter: =COUNTIF(SalesRep / A4). If you entered sample 
data in the sales data input area, you see the total num- 
ber of sales for the salesperson. 



The Excel countif function counts the number of entries that 
meet specified criteria. The function first asks for the area you want to 
look at, then the cell it should look to match. 



2. Select cell B4 and choose EditOCopy. 

3. Highlight cells B5 through the end of your salesperson list. 

4. Choose EditO Paste. Excel duplicates the formulas to 
include all the salespeople. (See Figure 16-5.) 
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Figure 1 6-5: Copy the formula throughout the rows 
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Calculate Commission With 
a Nested IF Statement 



h In cell D4, enter the beginning function and the first 
parameter to check the total sales for the sales person 
against the commission table. Type =IF(C4<$K$5 and 
a comma. 



If you created your commission table in a different location, change 
the cell references to match your commission table. 

Be sure to place the dollar signs in front of the cell references to 
make them an absolute reference to a specific cell. 



2. Enter the first True result. Type C4*$L$4 and a comma. 
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Figure 16-6: Beginning a nested IF statement 
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Create Totals 




3. Enter the first False result that begins another if state- 

[F|Q4^K$6 and a comma (see Figure 16-6) 

esult. Type C4*$L$5 and a comma. 

Enter the next False result that again begins another if 
statement. Type IF(C4<$K$7 and a comma. 

6. Enter the third True result, if applicable. Type C4*$L$6 
and a comma. 

7- Enter the third False result, which in my example is the 
last level to check. Type C4*$L$7. 

8. Type three closing parentheses, enough to match 
the number of opening parentheses and press Enter. 
Figure 1 6-7 illustrates the final formula and its results. 

9. Copy the formula to the other rows. 



The Excel if function evaluates a condition you specify, and returns 
one value if the statement is true and another value if it evalu- 
ates to false. In this example, if the sales are less than the first 
commission level, making the first condition true, it calculates 
the sales multiplied by the first level commission percentage. If the 
statement is not true, then Excel checks if the sales are less than 
a second commission level, and if so, it multiplies the sales times 
that commission level percentage. The nesting continues until Excel 
checks all commission levels, resulting in a commission amount. 




Create Totals 



h In cell Bll, or the cell below your last sales rep, create a 
sum function to total the cells above it. In Figure 16-8, 
the formula =sum (B4 : bio ) totals the sales orders. 

2. Select the formula in cell Bll and choose EditOCopy. 

3. Select the cells Cll and Dll and choose EditO Paste. 
Excel duplicates the formulas, which total the sales 
and commissions, respectively. 
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Figure 1 6-7: A completed nested IF statement 
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Figure 1 6-8: Totaling the sales items 
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Chapter 16: Creating a Commission Calculator 



It Look Nicer 

DDKS mber formatting to cells with currency. 



2. Widen columns to allow all cell data to appear. 

3. Bold the headings. 

4. Make the headings a larger font. 
5- Apply borders as desired. 

6. Merge and center cells A2 and B2. 

7- Click the Right Align button to right align the data. 

8. Merge and center cells C2 and D2. 

9. Click the Left Align button to left align the data. 

10. Add a light color shading to every other row as shown 
in Figure 16-9. 

/ /. Choose ToolsOOptions. From the View tab, remove the 
check mark from the Zero Values option. 



Protect \lour Work 



1. Select the cells in which you will enter the entry month 
and the sales data. 

2. Choose FormatOCells. 
3. 



4. 
5. 



Illl 158 



On the Protection tab, deselect the Locked option 
(as shown in Figure 16-10) and click OK. 

Choose ToolsOProtectionOProtect Sheet. 

Click OK. 



Save the worksheet as a template to protect it from changes. (See 
Chapter 7.) 
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Figure 1 6-9: Alternate row shading makes a spreadsheet easier to read 
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Figure 16-10: Unlock only the cells in which you want users to enter data 



cfeBCfef^ Medical 
expenses m 



m M/rth today's high cost of medical care, very few of us can be without 
WW medical insurance. In fact, many of us have two insurance compa- 
nies, perhaps Medicare and a supplemental insurance, or insurance through 
your employer and your spouse's employer. 

Tracking medical costs is very important, especially when filing your annual 
tax return. In this project, you create an Excel spreadsheet that efficiently tracks 
your expenses, generating totals, even sorting out prescriptions from the rest of 
the medical expense totals. See at a glance how much your medical expenses 
total, how much is paid by your insurance companies, and — most important 
of all — how much you have to pay out of your pocket. 

To accomplish this task, you use a number of Excel features including data 
validation, duplication of worksheets, creating totals from other worksheets, 
and a few Excel mathematical functions, too. 

Hopefully your health is well and you won't need to use this worksheet a lot! 
But if you do . . . you'll be glad it's here. 
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Chapter 1 7: Tracking Medical Expenses 



Enter Text .Headings 



-~ tnter lext.nea 

DropBQQl&s 



heading for the worksheet. 



2. In cells B4 and B5, type Total Billed and Total Paid by 
Insurance, respectively 

3. In cells D4 and D5, type Total Paid Out of Pocket and 
Total Due, respectively 

4. In cell D7, type Totals. 

5- In cells A8 through K8, type the following: Bill Date, 
Provider, Rx?, Description of Services, Total Amount 
Billed, Insurance #1 Paid, Insurance #2 Paid, Write 
Off, Paid Out of Pocket, Check Number, and Amount 
Due. Your worksheet should look similar to Figure 17-1 



Create Totaling Formulas 
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Figure 17-1: Enter headings for a medical expense tracking worksheet 



1. 



2. 



3. 
It. 

5. 

6. 



7. 
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In cell E7, enter a formula to calculate the entire Total 
Amount Billed column =SUM(E9:E50). Make the formula 
longer or shorter depending on such as the items you have. 

Select cell E7 again, and grab the AutoFill handle and 
drag across to cell K7. This duplicates the formula from 
F7 through K7. (See Figure 17-2.) 

Select cell J7 and press Delete to delete the formula. 

In cell C4, which references the total amount billed 
shown in cell E7, type =E7. 

In cell C5, type =F7+G7, which adds the insurance pay- 
ments together. 

In cell E4, type =17 to reference the total out of pocket 
expenses. 

In cell E5, type =K7 to reference the total still due. 
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Figure 1 7-2: Use AutoFill to easily duplicate a formula 
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Specify Data Validation 



tali 

Drop 



Calculate the Amount Due 

ell K9 that subtracts the total of the 
payments made from the total amount billed by typing 
=E9-SUM(F9:I9). 



Notice in Step 1, the compound formula created with a standard 
reference and an Excel function. 



2. Select cell K9. 

3- Choose EditOCopy a marquee appears. 

4. Click and drag from cell K10 through the end of your 
calculation area. Use the same amount of rows as in 
Step 1 of the section " Create Totaling Formulas". 

5. Choose EditOPaste. Excel copies the formula. Figure 1 7-3 
shows a value of 0 in each pasted cell. 
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Figure 1 7-3: Copy the Amount Due formula 



Specify Data Validation 



h In two adjacent cells, preferably in an unseen area, type 
Yes and No. 



3. 

5. 
6. 



Select cells C9 through C50, or whichever row you use 
as your last worksheet row. 

Choose DataOValidation. 

From the Allow drop-down list, choose List. 



Click the spreadsheet icon in the Source box. The Data 
Validation dialog box temporarily collapses. 

Highlight cells Ql and Q2, or whichever cells you used 
in Steps 1 and 2, and press Enter. The Data Validation 
dialog box reappears, as shown in Figure 17-4. 

Click OK. Notice when you click cell C9 or lower, a 
drop-down arrow appears with the Yes or No choices. 



Data Validation 



Settings input Message Error Alert 



Validation criteria 
Allow: 



List 



Data: 



0 Ignore blank 
0 In-cell dropdown 



Source: 
=$Q$1:$Q$2| 



i Apply these changes to all other cells with the same settings 



Clear All 



OK 



Cancel 



Figure 1 7-4: Setting a Yes or No validation 
answer for the Rx column 



I III 767 



Chapter 1 7: Tracking Medical Expenses 



Fommt the Worksheet 



r~ fonuat we wc 

D r o pRppKs 



eet cells you want to format. 

2. Apply any desired formatting such as applying currency 
or number formatting, widening columns, holding head- 
ings, and applying borders. See Chapter 4. Figure 17-5 
illustrates a formatting example. 



determine Print Settings 



llll 162 




h Choose FileOPage Setup. Excel displays the Page Setup 
dialog box. 

2. On the Page tab, select Landscape, choose the Fit To 
option, and make it 1 page wide by 1 page tall. 



Depending on the number of rows in your sheet, you may want to 
make the settings more than 1 page tall. 



3. Click the Margins tab and enter .5 for each margin. 

4. Click the Center on Page Horizontally option. 

5- Click the Header/Footer tab and click the Custom 
Footer button. 

6. In the Left section, type Page &[Page] of &[ Pages . 
Optionally, click the Page Number and Number o : 
Pages buttons. 

7. Click OK. 

8. On the Sheet tab (shown in Figure 17-6), click in the 
Print Area text box and type A1:K50 (or however many 
rows you anticipate using). 



9. Click OK to close the Page Setup dialog box. 
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Figure 1 7-5: Apply formatting to your worksheet to make it easier to read 
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Print 
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Page order 



Print Preview 



Options... 
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displayed 
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OK 



Cancel 



Figure 1 7-6: Specify the print area 



duplicate the Worksheet for Other Family Members 



Add ^Protection \ 

DropJ$0oks 



otection from Accidental 



h Select cells Al and A2. Choose FormatOCells. 

2. From the Protection tab, remove the check mark from 
the Locked option. Click OK. 

3. Select cells A9 through J50 (the data entry area). Choose 
FormatOCells. 

4. From the Protection tab, remove the check mark from 
the Locked option. Click OK. 

5. Choose ToolsOProtectionOProtect Sheet. The Protect 
Sheet dialog box, shown in Figure 17-7, opens. 

6. Click OK. 



bupticate the Worksheet for 
Other Family Members 

h In cell A2, type the patient's name. 

2. Right-click the Sheet 1 tab and choose Rename. The 
Sheetl name is highlighted. 

3- Type the patient's name. Press Enter. Excel renames the 
worksheet. 

4. Right-click the newly renamed tab and choose Move 
or Copy. 

5. Click the Create a Copy option. (See Figure 17-8.) 

6. Click OK. Excel adds a copy of the sheet. 

7- Right-click the new worksheet tab and rename it to the 
second patient's name. 

8. In the second patient worksheet, click cell A2 and enter 
the second patient's name. 



Protect Sheet 



0 Protect worksheet and contents of locked cells 
Password to unprotect sheet: 



Allow all users of this worksheet to: 

Select locked cells 

Select unlocked cells 
Format cells 
Format columns 
Format rows 
Insert columns 
Insert rows 
Insert hyperlinks 
Delete columns 
Delete rows 



OK 



Cancel 



Figure 1 7-7: Protect your worksheet 
from accidental changes 
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Move selected sheets 
To book: 
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Before sheet: 
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0:Create a copy! 









OK 









Cancel 



Figure 17-8: Duplicate 
the worksheet for each 
family member 
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Chapter 1 7: Tracking Medical Expenses 



Create a Totals Worksheet 



r~ Create a Totals 

DropHaQRs 



Sheet2 (or any blank worksheet in 
the workbook) to Totals. 

2. From one of the patient worksheets, copy cells Al and 
A2 to cells Al and A2 on the Totals worksheet. 

3- From one of the patient worksheets, copy cells E8 through 
18 to cells E8 through 18 on the Totals worksheet. 

4. Widen the columns as needed to see the text. 

5. In cell A2, type the word Totals. 

6. In cell C8, type the words Patient Name. 

7. In cell D8, type the word Service. (See Figure 17-9.) 

8. In cells C9 and CIO, type the first patient's name. 

9. In cell D9, type Rx. 

10. In cell D10, type Other. 

/ /. In cell Dll, type Totals. (See Figure 17-10.) 

12. In cells E9 through 111, type the formulas in the follow- 
ing table, substituting Mary for the first patient worksheet 
tab name. 



In Cell 


Type 


E9 


=SUMIF(Mary!C:C"Yes",Mary!E:E) 


E10 


=SUMIF(Mary!C:C,"No",Mary!E:E 


Ell 


=SUM(E9:E10) 
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=SUMIF(Mary!C:C,"Yes",Mary!F:F) 



I mm 



[<>ll »Jp,lli-->l HW rirlLbhl ( 

!:■•.! \flmm III'*' I I A ■ |uuh fix Wiiitk-jr Mil 



■ 111* 



, :. 



SB 




2005 Medical Bill Tracker 



4 

I 





P*li*ntWBni» 




To'.al AmiiuiJ Innurnncn it 
QiUld ftrnflu nt PsHf 


Insurance 12 
Amount P*I<J 


wrm «r 


Paid Out of 
P0*H*l 







1 








































B 


















































1 


















■ 










■ 


* * '•■ iuji ^m*i- : i ; j ■-' 







Figure 17-9: Entering headings on the Totals worksheet 
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Figure 17-10: Preparing the Totals worksheet 



Create a Totals Worksheet 



Dr< 



In feU-^ Twe 


J 0 D 0 OWfB ar y !C:C '" No " Wary!F:F 


Fll 


=SUM(F9:F10) 




G9 


=SUMIF(Mary!C:C/'Yes",Mary!G:G) 


G10 


=SUMIF(Mary!C:C,"No",Mary!G:G 


Gil 


=SUM(G9:G10) 




H9 


=SUMIF(Mary!C:C, 


"Ye$",Mary!H:H) 


H10 


=SUMIF(Mary!C:C, 


"No",Mary!H:H 


Hll 


=SUM(H9:H10) 




19 


=SUMIF(Mary!C:C, 


"Yes",Mary!l:l) 


110 


=SUMIF(Mary!C:C, 


"No",Mary!l:l 


111 


=SUM(I9:I10) 





13. Repeat Steps 8 through 12 for each patient. Figure 17-11 
illustrates data entered into the Mary worksheet and how 
the totals reflect in the Totals worksheet. 

H. Click cell Aland choose FormatOCells. 

15. From the Protection tab, remove the check mark from 
Locked. 

16. Click OK. 

/ 7. Choose ToolsOProtectionOProtect Sheet. 

18. Click OK. The worksheet is now protected against acci- 
dental changes. 
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Figure 17-11: The Medical Bill Tracker worksheet with sample data 



These formulas look at column C on the patient worksheet, and deter- 
mine if the expense is a prescription. It then adds the values together. 



If you need to unprotect the sheet to make changes, choose ToolsO 
ProtectionOUnprotect Sheet. 



Save and use the workbook as a template! See the next section to 
do so. 
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the Workbook as a Template 

the patient worksheets. 



Choose FileOSave As. The Save As dialog box appears, 
as shown in Figure 17-12. 

3. From the Save as Type drop-down list, choose Template. 

4. Click the Save button. 

5- Close the template. You can now safely enter data into a 
blank Medical Bill Tracker without danger of modifying 
the original template and its formulas. 
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Figure 17-12: Save the workbook as a template 



Financial Future 

\m our life is taking shape right in front of you. You and your spouse want 

to buy a house, raise a family, and spend life happily ever after. Your 
personal future depends a lot on your financial future. Fortunately, Excel has 
several functions you can use to plan for the future you want. 

First, to keep up your expectations, you need to determine how much 
house you can afford to buy. But before you can buy the dream house, you 
know you need to pay off some credit card debt. Next, from you own experi- 
ence, you know that college is expensive, and the costs are bound to get 
much higher by the time the kids are ready. Finally will come your golden 
years. You dream of the house on the beach or traveling to exotic places. 

How are you ever going to save enough for that? This chapter shows you 
how to 

Determine how much payments will run on that cute little ranch 
house down the street. Excel has a PMT function to help with that. 

Plan to pay off a credit card balance using the NPER function, which 
requires three key pieces of information: the interest rate, the current 
payment amount, and the credit card balance. 

Determine how much you need to save each month to reach a college 
fund or retirement goal. Again, utilize Excel's PMT function. 




Get ready to . . . 

Plan for a House 

Prepare to Pay Off a 

Credit Card Balance 

"^Save for College or Retirement 
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-~ PiqxL for a , House 

DropBQQfe 



2. 



3. 
It. 
5. 

6. 

7. 

8. 
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R DREAM HOUSE. 



In cells A3 through A8, type House Price, Down 
Payment, Loan Amount, Interest Rate, Loan Term, 
and Monthly Payment. 

In cell B3, enter the house price. 

In cell B4, enter the down payment amount. 

In cell B5, enter the formula =B3-B4. This gives the 
amount you will finance. 

In cell B6, enter the interest rate. Format this amount as 
a percentage. 

In cell B7, enter the loan term. Usually for a house, this 
value is in years. See Figure 18-1. 

In cell B8, enter a PMT function to calculate the monthly 
payment. The PMT function has three required argu- 
ments ( = PMT (RATE , NETPER, PV) so you need to 
enter =PMT(B6/12,B7*12,B5). See Figure 18-2. 

• RATE is the annual interest rate. You entered the 
interest rate in cell B6. To get a monthly rate, you 
divide this argument by 12. 

• NETPER is the term of the loan that you entered in 
cell B7. Because this value is in years, and you want 
monthly payments, you multiply this argument by 12. 

• PV represents the present value that is the amount 
you will finance, not including interest. You calculated 
this amount in cell B5. 



When you type the start of a function, Excel displays a yellow box 
containing a list of the arguments used by the function. Arguments 
in brackets are optional. 
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Figure 18-1: Enter the values needed to calculate a home loan payment 
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Figure 18-2: Using the Excel PMT function 



Prepare to Pay Off a Credit Card Balance 



Prepare to Rau Off a Credit 

D ropBaaks 



/. In cell Dl, type PAY OFF CREDIT CARD. m^^m 

2. In cells D3, D4, and D5, type Monthly percentage rate, 
Current payments, Credit card balance, and Months 
until paid off, respectively 

3. In cell E3, create a formula to enter the monthly percentage 
rate you are paying on a credit card. For example if you 
are paying a 21% annual interest, you enter =21%/12. 
Excel displays a value of .0175, which is the 21% annual 
rate divided by 12 months. (See Figure 18-3.) 

4. In cell E4, enter your current payment amount, preceded 
with a minus sign. Enter -125 if you are making $125 
payments every month against the credit card balance. 

5- In cell E5, enter the remaining balance on the credit card. 
Like the payments, this must be entered as a negative 
value such as -3700. 

6. Create an NPER formula to calculate how many months 
you need to pay off the credit card. The formula should 
read =NPER(E3,E4,E5). As you see in Figure 18-4, the 
resulting answer shows how many months it will take to 
pay off the credit card balance. The NPER function has 
three required arguments: 

• Interest rate is usually given annually, so you divide it 
by 12 to give a monthly rate. 

• Payment amount that you enter as a negative 
amount. 

• Present value is the amount of the loan, not includ- 
ing interest. 

7. Apply any desired formatting to the cells. 
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Figure 1 8-3: Enter the annual interest rate divided by 1 2 



<j Uki-«}1 F^Lih hnni.M fatou 1 



in 



Efi 



A. 
1 



PA'f Cf? CREDIT CAPO 
Mtntrrs urtJl pad -atf ■ 



14 
If. 

i ; 
is 

IB I 

21 



25 



N 1 ♦ HVliallfJ^yThill/ |i 

5h5 



Figure 18-4: Using the Excel NPER function 
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Safe for Cgtteae or Retirement 



_ Safe tor Lpiieq 

DropBacfe 
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6. 
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UR SAVINGS GOALS. 

n cell A 14, type Savings Goal Amount. 

n cell A15, type Interest Rate. 

n cell A16, type Years to Goal. 

n cell A17, type Current Savings. 

n cell A18, type Monthly Amount to Save. See 
Figure 18-5. 

n cell B14, enter the savings goal amount. 

n cell B15, enter the annual interest rate. 

n cell B16, enter the number of years you have until 
you will need the money for college or retirement. 

n cell B 1 7, enter the amount you already have saved 
oward the goal. 



n cell B18, create a PMT formula that includes the interest 
rate, term, and amount. You also need to add one of the 
optional arguments: the future value argument. This time, 
the PMT formula format is =PMT ( interest rate , 
term, current value, future value) so you 
should enter =PMT(=PMT(B 15/12, 616*12,617,614). 
The PMT function actually has two optional arguments: 

• Future Value is the balance of the loan after all 
payments have been made. You do not need to enter 
a future value unless the value at the end is not equal 
to zero. 

• Payment Type, one or zero, which indicates 
whether the payment occurs at the beginning of the 
month (1) or the end of the month (0). 

Format the cells as desired. Figure 18-6 displays an 
example. 
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Figure 18-5: Reach your savings goals by following the Excel function 
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Figure 1 8-6: Format the worksheet so you can easily review the numbers 



into Word ■ 



J\l° sm & e computer program does everything. You probably use multi- 
# w pie applications for different tasks, such as playing Solitaire, surfing 
the Internet, reading e-mail, and of course, working with Excel. If you use 
Excel, you probably use Microsoft Word to handle creating memos, letters, 
and other such documents. 

In this chapter, I show you how to integrate two major Microsoft Office 
applications: Word and Excel. You discover how you can create a worksheet 
in Excel and include it in the middle of a Word document. 

If you begin by creating a table in Word, then conclude that you are better 
off working with Excel, you also see how you copy the Word table into any 
Excel worksheet. There's no need to completely start over. 




Get ready to . . . 

Copy Excel Cells into Word 172 

Insert a Saved Excel Worksheet 

into Word 173 

Edit the Inserted Worksheet 1 73 

Embed an Excel Worksheet into Word 1 74 

,m + Copy a Word Table to Excel 1 75 

Create a Word Mail Merge Form 

Letter Using an Excel List 176 

"*Make Mailing Labels 178 
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Com Excel Cells into Word 



r~ *~om excel tei 

DropBjoyoika 



rksheet, highlight the cells you want 
to copy into a Word document. Choose EditOCopy. 

2. Open a Word document. Make sure the blinking cursor 
is at the location where you want the cells. 

3- Choose EditO Paste. Excel pastes the cells into a 

Word table. Figure 19-1 shows both the Excel worksheet 
and the new Word table. 



The Word table includes any Excel formatting such as column width, 
font, color, and border style. 

The Word table and the Excel worksheet are not linked together. 
Any changes made to one don't reflect on the other. 



Illl '72 




4. Modify the Word table using any of the following: 

• Replace a value: Highlight any existing text in a cell 
and type the replacement text. 

• Delete a column or row: Click in a cell of the col- 
umn or row you want to delete and choose TableO 
Deleted Columns or TableODeleteORows. 

• Insert rows or columns: Click in a table cell where 
you want the new row or column and choose TableO 
Insert. Then select Columns to the Left, Columns to 
the Right, Rows Above, or Rows Below. 

• Widen a column: Position the mouse at the line to 
the right of any column and drag to the left or right. 

• Delete the table from the Word document: Select the 
row above the table, the table itself, and the row below 
the table and press the Delete key (see Figure 19-2). 
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Figure 19-1: Copy Excel cells into a Word table 
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Figure 1 9-2: Remove the table from Word 



Edit the Inserted Worksheet 



a Sa^ed Excel Worksheet 





h In a Word document, position the insertion point where 
you want the worksheet to appear. 

2. Choose InsertO Object. The Object dialog box opens. 

3. From the Create from File tab, click the Browse button. 
The Browse dialog box opens. 

4. Locate and double-click the Excel file you want to 
include in your Word document. The Object dialog box 
reappears (see Figure 19-3). 

5- Click OK. The Excel workbook appears as a Word table. 



Even if your worksheet contains multiple sheets, only the top sheet 
with all cells containing data appear. You cannot specify a particu- 
lar range of cells. If you want an Excel chart, save the workbook 
with the chart on top before inserting into Word. 



Edit the Inserted Worksheet 

h Click once on the Word table. 

2. Perform one of the following actions: 

• Press Delete to delete the table. 

• Drag one of the handles to resize the table. 

• Double-click to edit the values. The Excel menu bar 
appears, along with column letters and row numbers. 
(See Figure 19-4.) The worksheet includes any formu- 
las you created in Excel. 

3. Click outside the table to deselect the table. 
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Figure 1 9-3: Insert a worksheet as an object 
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Figure 19-4: Edit cells, formulas, or formatting 
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2. 



3. 



d an Excel Worksheet into Word 

]>§^§4€ps\*ri<rrough 4 of the " Insert an Existing 
Worksheet into Word" section. 

Click the Link to File option in the Object dialog box, 
shown in Figure 19-5. Click OK. The Excel workbook 
appears as a Word table. The Word table is linked to the 
original Excel worksheet. 



If you click Display as Icon, instead of displaying the workbook as a 
table, Word inserts an Excel icon into the document. Double-clicking 
the icon opens the workbook in Excel. However, the Excel program 
must be installed on the PC trying to open the workbook. 

To resize the Word table, click once on the table, which displays the 
eight sizing handles, and drag any handle until the table reaches 
the size you want. 

To delete the table, click once on the table and press the Delete key. 






Make changes in the Excel workbook and the Word 
document using any of the following methods: 

• With the Word document open, right-click the Word 
table and choose Update Link. 

• Double-click the Word table, which launches the 
Excel program and opens the linked workbook 
(see Figure 19-6). Make any changes in Excel; 
the Word table automatically updates. 

• When you reopen the Word document, a dialog box 
prompts you to update the Word document from the 
original Excel file. Click Yes. 
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Figure 19-5: Insert an Embedded worksheet 
into a Word document 
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Figure 1 9-6: Changes in the original Excel workbook appear in the Word table 
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Copy a Word Table to Excel 




Word Table to Excel 

InsertOTable). 
2. Enter any desired data in the Word table. 



3. 



l reate a table (choose TableO 



Press Tab to move from cell to cell, or click the mouse in any indi- 
vidual cell. 



Drag across the table to highlight the cells you want to 
copy as shown in Figure 19-7. 





4. Choose EditOCopy or press Ctrl+C. 



To move, instead of copy, the Word table to Excel, choose Edito 
Cut or press Ctrl+X. 



5- Open or create the Excel workbook in which you want 
to place the Word table. 

6. Click the cell in which you want the table to begin. 

7. Choose EditOPaste or press Ctrl+V. The Excel worksheet 
displays the Word table. As shown in Figure 19-8, each 
cell in the Word table occupies one cell in the Excel 
worksheet. 



If the Word table cells have a border around them, the Excel cells 
also have a border around them. 

The Word table and the Excel worksheet are not linked together. 
Any changes made to one don't reflect on the other. 



8. Format the cells as desired. See Chapter 4. 
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Figure 1 9-7: Highlight the table cells you want to take to Excel 
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Figure 1 9-8: Copy a table from Word to Excel 
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Create a Word Mail Merge Farm 
DrOp©Q0%Sw Excel List 

h Create and save an Excel worksheet with the data you 
want to merge in an Excel list. The Excel worksheet does 
not need to be open. 

Although not a requirement, the data will be easier for you to 
identify later if it has column headings. 




2. In Word, choose ToolsOLetters and MailingsOMail 
Merge. The Mail Merge task pane appears on the right 
side (see Figure 19-9). 

3- Select the Letters option. 

4. Click Next: Starting Document. 

5- Choose whether to create the mail merge from the cur- 
rent Word document or an existing Word document. 

6. Click Next: Select Recipients. 

7. Select the Use an Existing List option. 

& Click Browse. The Select Data Source dialog box appears. 

9. Double-click the Excel file containing your list. The 

Select Table dialog box opens, as shown in Figure 19-10. 

10. Select the range name, sheet name, or area containing data. 



If the first row of your list does not contain headers, remove the 
check from the First Row of Data Contains Colomn Headers option. 
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Figure 1 9-9: Select a mail merge document type 



TAB F 
T«LE 
I*LIL 



> 

J t r""* f 



Figure 19-10: Select the data area you want to merge 
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Creating a Word Mail Merge Form Letter Using an Excel List 



1 1. Click OK. A Mail Merge Recipients list like the one in 
*e^9-JXabue^s, containing your data. 





roi*enn>i^:!iew^iirfark next to any record you don't 
want to include. Click OK. 



Optionally, click Clear All to clear all the check marks or click 
Select All to check all the records. 



13. Click Next: Write Your Letter. 

H. Type the form letter document, leaving blanks where 
you want the variable (such as name, address, phone 
number, or product) information to appear. 

15. Click the insertion point at the first location where you 
want the variable information (such as the recipient 
name and address location). 

16. From the task pane, select the desired option: 

• Address Block: Select an address layout. 

• Greeting Line: Insert a greeting of your choice, along 
with the recipient's first name (if you have such a 
field in your database), and then a comma or colon. 

• Electronic Postage: Prints electronic postage on your 
envelopes (if you subscribe to an electronic postage 
service) . 

• Postal Bar Code: Prompts you for the zip code field 
from your Excel list and inserts a bar code matching 
the zip code field. 

• More Items: Displays the Insert Merge Field dialog 
box (see Figure 19-12), which displays each field 
listed in your Excel list. Click the field you want to 
insert into Word, and click the Insert button. 
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Figure 19-11: Deselect any unwanted record 
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Figure 19-12: Select the fields you want included in the mail merge 
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Chapter 19: Integrating Excet into Word 



1 7. Click Next: Preview Your Letters. As shown in Figure 

Lent you created appears with the first 
rour Excel list. 



DropB&&M 




Click through the Forward and Back buttons to browse through each 
recipient in your list. If you find a recipient you don't want to 
include, click the Exclude This Recipient button. 



18. Click Next: Complete the Merge. You can now print 
your form letters. 



To edit a specific letter, click Edit Individual Letters. To make a change 
to the master document, click the Previous button until you get to 
Step 4, and then make any desired changes. Click the Next button 
until the merge is completed. 




Make Mai Una Labels 



1. Follow Steps 1 and 2 from the previous section. 

2. Select the Labels option and click Next: Starting Document. 

3. Click Label Options. The Label Options dialog box, 
shown in Figure 19-14, appears. 

6. Choose the label size and click OK. You see a blank 
document with label gridlines. 

5. Click Next: Select Recipients. Follow Steps 7 through 12 
of the previous section. 

6. Click Next: Arrange Your Labels. On the first label, 
either insert the Address Block or individual fields. 

7. Click the Update All Labels button. The fields you 
inserted appear on each label. 

8. Click Next: Preview Your Labels. Each record appears on 
its own label. 
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9. Click Next: Complete the Merge. Print your labels. 
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Figure 19-13: Preview the merged Excel list in the Word document file 
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Figure 19-14: The Label Options dialog box 



Drdfjffe0#&0 Excel and 
PowerPoint 

m mne of the most common ways to make others aware of your work is 
\r by giving a presentation. The Microsoft Office product, PowerPoint, is 

one of the most effective presentation products available in today's market. 

And because PowerPoint is part of the Microsoft Office suite, it's very easy 

to integrate information from other Office applications — in this example, 

Excel — into a PowerPoint presentation. 

My mother always told me to do things right the first time. If you already 
spent the time and energy to create information in Excel, why should you 
have to re-create it in your PowerPoint presentation? You don't. 

That's what this chapter is about. You find out how to take the powerful 
worksheet data or creative chart that you created in Excel and copy it to a 
PowerPoint slide. You can simply copy it once from Excel to PowerPoint, or 
you can create a link so that if the data in Excel changes, your PowerPoint 
presentation automatically reflects the changes. That's doing it right the 
first time. 




Get ready to . . . 

Copy Excel Cells into a 
PowerPoint Slide 

Drag an Excel Chart into 

a PowerPoint Slide 

Insert a Saved Excel Worksheet or 
Chart into a PowerPoint Slide 

Link an Excel Worksheet 

into a PowerPoint Slide 



Chapter 20: Blending Excel and PowerPoint 




Excel Celts into 
SStide 



180 




h From the Excel worksheet, highlight the cells you want 
to copy (see Figure 20-1). Choose EditOCopy. A mar- 
quee appears around the highlighted cells. 

2. Open a PowerPoint presentation. Make sure you display 
the slide on which you want to paste the cells. 

3. Choose EditOPaste or press Ctrl+V. Excel pastes the cells 
into a PowerPoint table including any formatting. 



The PowerPoint table and the Excel worksheet are not linked 
together. Any changes made to one don't reflect on the other. 



4. Modify the PowerPoint table using any of the following: 

• Replace a value: Highlight any existing text in a cell 
and type the replacement text. 

• Delete a row: Click in the row you want to delete, 
right-click, and choose Delete Rows. 

• Delete a column: Highlight the column you want to 
delete, right-click, and choose Delete Columns. 

• Change a column width: Position the mouse at the 
invisible boundary line (as shown in Figure 20-2) to 
the right of any column and drag to the left or right. 

• Delete the table from the slide: Click once to select 
the table object (the table object boundary has 
striped edges) and click again on the table object 
boundary and press the Delete key. 
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Figure 20-1: Use your favorite Copy command to duplicate cells 
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Figure 20-2: Make sure the cursor looks like this in order to resize the column widths 



Urag an Excel Chart into a PowerPoint Slide 



bvaaum Excel Chan into 

DropBoofa* 



/. Open both the PowerPoint presentation you want to use 
and the Excel workbook that contains the chart. Make 
sure to display the PowerPoint slide you want. 

2. Resize and arrange the PowerPoint and Excel windows 
so that both are visible at the same time. Use either of 
the following methods: 

• Right-click a blank area of the Windows taskbar and 
choose Tile Windows Vertically or Tile Windows 
Horizontally. 

• Click the Restore button in each window so they are 
no longer maximized. Drag the window borders to 
resize them and drag the title bars to move them until 
both windows are in the desired size and location. 

3- Select the Excel chart you want to copy. 

4. Hold Ctrl and drag the chart from the Excel window until 
it is in the PowerPoint slide. As you drag the mouse, the 
pointer looks like a small box as in Figure 20-3. 



If you want to move the chart from Excel to PowerPoint, instead of 
copying it, don't press Ctrl. Dragging an object without Ctrl moves 
the object. 



5. Release the mouse button. The Excel chart appears on 
the PowerPoint slide, as shown in Figure 20-4. 

6. Maximize the PowerPoint window to restore it to full 
screen. You can then resize or edit the chart as desired. 
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Figure 20-3: Use the drag-and-drop method to copy data from Excel to PowerPoint 




Figure 20-4: An Excel chart in both Excel and PowerPoint 
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Chapter 20: Blending Excel and PowerPoint 
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Insert a Sailed Excel Worksheet 
P UQQAfoSt PowerPoint Slide 

1. In PowerPoint, display the slide you want the worksheet 
or chart to appear on. 



If you want to copy a chart, make sure to save the workbook with 
the chart as the top sheet. If your workbook contains multiple work- 
sheets, only the top sheet appears in the PowerPoint slide. 



2. 

3. 
I*. 
5. 



6. 



7. 
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Choose InsertO Object. The Insert Object dialog box 
opens (see Figure 20-5). 

Click the Create from File option. 

Click the Browse button. The Browse dialog box opens. 

Double-click the Excel file you want to include. The 
Object dialog box reappears and the path and filename 
appear in the File text box. 

Click OK. The Excel workbook or chart appears on the 
current PowerPoint slide, as shown in Figure 20-6. 

Modify the PowerPoint table or chart with any of the 
following methods (or check out the earlier section 
"Copy Excel Cells into a PowerPoint Slide " for addi- 
tional ways): 



Any changes are saved in PowerPoint only, not in the original 
Excel workbook. 



• Click once on the PowerPoint object. Drag a handle 
to resize the object. 

• Double-click the table or chart to edit the actual val- 
ues. The Excel menu bar appears, along with column 
letters and row numbers. 
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Figure 20-5: Inserting data from a previously 
saved Excel workbook 
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Figure 20-6: An Excel chart inserted into a PowerPoint slide 



Link an Excel Worksheet into a PowerPoint Slide 



Linkuut Excel Worksheet 



h Open the desired Excel file. When creating a link, the 
originating Excel file must be a previously saved file. 

2. Select the portion of the file you want to duplicate in 
PowerPoint. 

3. Choose EditOCopy or press Ctrl+C. 

4. Display the PowerPoint slide on which you want to create 
the link and choose EditOPaste Special, which displays 
the Paste Special dialog box (see Figure 20-7). 

5- Choose the Paste Link option. With this option selected, 
any changes you make to the original workbook reflect in 
the PowerPoint slide each time you open the PowerPoint 
presentation. 



If you click Display as Icon, PowerPoint inserts an Excel icon onto 
the slide. Double-clicking the icon opens the workbook in Excel. 
The PC opening the workbook must have Excel installed. 



6. Click OK. The linked object appears on the slide. 

7- Refresh Excel data in PowerPoint by one of these 
methods: 

• With the PowerPoint presentation open, right-click 
the PowerPoint table and choose Update Link (see 
Figure 20-8). 

• Double-click the PowerPoint table, which opens the 
linked workbook in Excel. Changes in Excel automat- 
ically update in the PowerPoint table. 

• When you reopen the PowerPoint presentation, a dia- 
log box prompts you to update PowerPoint from the 
original Excel file. Click Yes. 





Figure 20-7: The PowerPoint Paste Special dialog box 
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Figure 20-8: Updating the PowerPoint slide object 
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With Access 

\m ou can share data between Access and Excel in many ways. You can 
copy data from an open worksheet and paste it into an Access data- 
sheet, import a worksheet into an Access database, or simply load an 
Access datasheet into Excel using the Analyze It with Excel command. 

This chapter shows you how to exchange data between Access and Excel 
through one of several processes: 

Importing, which creates a copy of an Excel spreadsheet in Access 
format. 

Linking, which connects an Access table to an Excel worksheet. You can 
view and edit the data in both the original program and in the Access 
file. Linking is useful when you need to share Excel data between 
Excel and Access users. 

Exporting, which lets you analyze your Access data in Excel format. 

This chapter assumes you already know general database terms, such as records, 
fields, tables, queries, and primary keys. I also assume you know the basics 
of creating and using an Access database. 




Get ready to . . . 

Copy Data from Excel to an 

Access Table 186 

Import Data from Excel to an 

Access Table 187 

,m + Link an Excel Worksheet to an 
Access Database 190 

Analyze Access Data with 

Microsoft Excel 191 

Export Access Data to Excel 1 92 



Chapter 2 1: Using Excel With Access 



Com Data from Excel 
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h If you don't already have an Access database created, from 
Access, choose FileONew. If you already have an Access 
database, open the database and skip Steps 2 and 3. 

2. From the task pane, click Blank Database. The File New 
Database window appears. 

3. Enter a name and location for the new database and click 
Create. 

4. Switch to the Excel worksheet that contains the data you 
want to copy. 

You cannot save an Excel worksheet as an Access database and 
you cannot create a link to Access from within Excel. 
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5. Highlight the cells you want to copy to Access. Be sure 
to include headings if you have them, as shown in 
Figure 21-1. 

6. Choose EditOCopy. 

7- Switch to the Access database. 

8. Choose EditOPaste. 

9. Click Yes if you included column headings in Step 5 . 
A completion message box appears. 



If you included headings, Access uses those headings as field 
names in the table. 



10. Click OK. Access creates a new table in the database (see 
Figure 21-2). 
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Figure 21 -1 : Select the cells you want to copy 
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Figure 21-2: An Access table named after the Excel 
worksheet tab 
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Import Data from Excel to an Access Table 



Inwaxt Data, from Excel 



/. Prepare your Excel worksheet data before importing: 

• If you don't want to import the entire worksheet, in 
the Excel workbook, create a named range containing 
the cells that you want to import. (See Chapter 2.) 

• Make sure the cells are in tabular format. If the work- 
sheet contains merged cells, then the contents of the 
cell are placed in the field that corresponds to the 
leftmost column, and the other fields are left blank. 

• If the Excel spreadsheet has a cell containing more 
than 255 characters, and the cell is in a row farther 
than row 25, move the row up in the Excel list so it's 
within the first 25 records. Otherwise, Access trun- 
cates the data to 255 characters. 

2. If you don't already have an Access database created, from 
Access, choose FileONew. If you already have an Access 
database, open the database and skip Steps 3 and 4. 

3. From the task pane, click Blank Database. The File New 
Database window appears (see Figure 21-3). 

4. Enter a name and location for the new database and 
click Create. 

5- Choose FileOGet External DataOImport. The Import 
dialog box appears. 

6. Select Microsoft Excel from the Files of Type drop-down 
list, as shown in Figure 21-4. 

7- Select the Excel file from which you want to import data. 



Importing a worksheet into Access creates a duplicate copy of the 
data and does not make any changes to the source Excel file. 
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Figure 21-3: Create a new database for importing Excel data 
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Figure 21-4: Select Microsoft Excel as the file type you want to import 
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Chapter 2 1: Using Excel u/ith Access 



8. Click the Import button. The Import Spreadsheet 

>ee Figure 21-5). 




10. 



11. 



12. 



import the entire spreadsheet or a 
range. If the spreadsheet has no named ranges and only 
one worksheet, you do not see this screen. Click Next. 

Specify whether the first row of your worksheet contains 
column headings. If it does, Access creates field names 
from the first row. If it doesn't, you can assign field 
names in Step 12. Click Next. 

Specify whether you want the data in an existing table 
or a new table. If you want the data in an existing table, 
you need to select the table name. Click Next. 



If you select an existing table, Access appends the data to the table. 
Make the sure the number of columns in the worksheet or named 
range matches the number of fields in the table. The name, date 
type, and position of each column must also match those of the cor- 
responding field in the Access table. 




Assign field names to each column by clicking each col- 
umn and typing a name in the Field Name text box. 
(See Figure 21-6.) 

If a column name violates the field naming rules in Access, Access 
assigns a valid name to the field. 




13. Choose Yes or No if you want the field indexed. 
Click Next. 
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Figure 21-5: Choose the area you want to import 



Yin ijt. ■.{mmJ y KiaiTutui ^— ■ « *m\ li llm I si.V. m n -<crl«^ vwl Ml ril?l» 



i. 



Tndj*ii-i HlITi 

tjoiid Servicer of Ijijiai-i 
Winston Attvtx dicing 



L I in- Hb-Ml^-"l 'in 



u 



3 



Figure 21-6: Assign field names for the Access table 




Optionally, click on a column you don't want to include and click the 
Do Not Import Field (Skip) option. You can skip columns during the 
import, but you can't skip rows. 
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Import Data from Excel to an Access Table 




18. 



H. Select an option for the primary index key. You can either 
ll^ccgss Zt&l^Ppfi for you, select your own primary 
l ^y j ){nj){hjh|^ Ternary key at all. Click Next. 

Enter a name for the Access table. 

16. Click Finish. Access imports the data and displays a 
message box like the one in Figure 21-7. 



If any errors incur during the import, Access creates an error log table 
in the database and displays the name of the table in the message. 
It's a good idea to open the error log table and review the errors. 



17. Click OK. Access creates the table (see Figure 21-8) 



To import multiple worksheets or named ranges, repeat the 
import process for each worksheet or range. 
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Review the imported data. Keep the following items in 
mind: 

• Graphical elements: Access does not import graphi- 
cal elements, such as logos, charts, and pictures. 

• Data type: Access determines the data type based on 
the first 25 rows of data. If any values beyond the 
25th row are not compatible with the chosen data type, 
Access ignores those values and does not import them. 



You cannot change the data type of the destination field during the 
import operation, but you can change data types from the Access 
table design. 



• Calculated values: Access imports only the results of 
a calculated cell, not the formula itself. If you need 
the formulas to update, you need to link the Excel 
worksheet to Access. 

• Hyperlinks: Access imports cells containing hyperlinks 
as text fields. 





Figure 21-7: The import status message 




Figure 21-8: Review the data for import inaccuracies 
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Chapter 2 1: Using Excel With Access 




an Excel Worksheet 
QQAfs&atabase 



h Begin by applying Steps 1 through 4 of the previous 
section. 

2. Choose FileOOpen. The Open dialog box appears. 

3- From the Files of Type list box, select Microsoft Excel. 

4. Locate and select the Excel worksheet you want to link 
to Access (see Figure 21-9). 

5- Click the Open button. Access creates a blank database 
named with the Excel filename, and automatically starts 
the Link Spreadsheet Wizard. 

6. Select which worksheet or named range you want to 
link. If the spreadsheet has no named ranges and only 
a single worksheet, you do not see this screen. 



You can import only one worksheet or named range at a time. To link 
multiple worksheets or named ranges, repeat the link operation. 



7. Click Next. 

8. Specify whether the first row of your worksheet contains 
column headings (see Figure 21-10). If there are head- 
ings, Access creates field names from the first row. If not, 
Access assumes the first row is a record. 

9. Click Next. Enter a name for the table. 
10. Click Create. 

/ /. Click Finish. A completion message box appears. 

12. Click OK. 





Figure 21-9: Determine the Excel file you want Access to link 
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Figure 21 -1 0: Indicate if the first row contains 
column headings 
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Analyze Access Data u/itfi Microsoft Excel 




Double-click the Access table that appears as an Excel icon 
frTf} ajj^arr^v|n^x^4o it (as shown in Figure 21-11). Keep 
!emXlol\inl |rVn™d when reviewing the data in Access: 

• Graphics, such as logos, charts or pictures, stored in 
the Excel worksheet, are not visible in Access. 

• You cannot change the field data type or size. 

• The source cells that contain formulas display only as 
results in Access, but you cannot modify the values in 
Access. 

• Access stores Excel cells longer than 255 characters in 
a memo field that displays only the first 255 characters. 



If you delete the table from Access, you're deleting only the link, 
not the actual Excel worksheet. 




Analyze Access Data 
With Microsoft Excel 



h Open the Access database you want to analyze. 

2. Select the datasheet, form, or report you want to analyze. 

3- Choose TookO Office LinksOAnalyze It with Microsoft 
Excel. The datasheet opens in Microsoft Excel as an 
Excel worksheet. Figure 21-12 shows both the Access 
form and the Excel worksheet. 



Access saves the datasheet as an Excel file in the same location as 
the Access file. If a file already exists with that name, Access prompts 
you to overwrite the existing file. If you choose not to, then Access 
prompts you for a filename and location. 
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Figure 21 -1 1 : An Excel linked icon in an Access 
database 
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Figure 21-12: Review the Access data in an independent Excel workbook 




The worksheet is not linked to Access. Any changes made to the 
Excel worksheet do not appear in the Access datasheet. 
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t Access Data to Excel 

pBif tr^lcc%l§p<latabase and select the database object 
that you want to export. (See Figure 21-13.) The follow- 
ing table illustrates what Access exports, depending on 
the object and the view you have open when perform- 
ing the export. 

You can export only an Access table, query, form, or report. You 
cannot export data Access pages, macros, or modules. 







Object View 1 


Yftaf Exports 


Tables, Queries, Database window 
or Forms 


Everything unless you pre-select an 
area before exporting. 



Form 



Form view 



fields and records even if the fields aren't 
included in the view. 



Report 



Database window, 
Print Preview, or 
Layout Preview 



All data Group Header and Detail text boxes, 
and any text box in a Group Footer that has a 
Sum function. Access uses Excel's Outline feature. 



2. Choose FileOExport. The Export To dialog box shown in 
Figure 21-14 appears. 

3- In the Save as Type box, choose Microsoft Excel 97-2003. 

4. From the Save In box, select a location in which to save 
the file, as shown in Figure 21-15. 

5- In the File Name box, enter a name for the file. By 
default, Access suggests the Access object name. 
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Figure 21-13: Select the Access object you want 
to export 



Vlrf 'PHI I A..-: w -.InwU. 




Figure 21 -1 4: The Export To dialog box 
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6. Optionally, if you are exporting a table or a query click 
tf^a^^FoOTfct^d^heck box, which tells Access to also 
jq3(f i\ tj({fiJlp\oSyatting. If the filename you selected 
in Step3 already exists, one of the following occurs: 

• If you don't select the option, and the filename you 
choose already exists, Access doesn't overwrite the 
file; it adds a new worksheet to the file with the same 
name as the object that is being exported. 

• If you select the option and export a table, the Excel 
worksheet takes on formatting similar to the Access 
table, but overwrites the existing worksheet contents. 

• If you select the option and if you export an Access 
form or report, Access overwrites the Excel workbook 
by removing the original worksheets, and creating a 
new worksheet with the same name as the exported 
object. 

7. Click the Export button or, if you want to export only a 
pre-selected datasheet portion, click Save Selection. Addi- 
tionally, the following actions occur during the export: 

• Graphic items such as images do not export. 

• Only calculation results export, not the calculation 
itself. 

• Check boxes on forms do not export. 

• Subreports export, but subforms do not. 

• Date values earlier than Jan 1, 1900, do not export 
and are replaced with a Null value. 

8. Open the Excel worksheet and validate the export 
feature. (See Figure 21-16.) For example, if a value was 
Null in Access, during the export, the values might be 
replaced with the data that should be in the adjacent 
column in the resulting worksheet. 




Export Access Data to Excel 
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Figure 21-15: Select a location for the exported Excel file 
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Figure 21-16: Export some or all of the Access data to Excel 
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DropBooks 
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~ III 

Drop 



Beta 



• Symbols and Numerics • 

& (ampersand), joining text items using, 148 
' (apostrophe), ignored during sort, 78 

* (asterisk) 

as multiplication operator, 21 

not allowed in worksheet names, 55 
\ (backslash), not allowed in worksheet names, 55 
$ (dollar sign) 

for absolute references, 62 

specifying repeating rows and columns, 104 
= (equal sign) for references, 61, 62 
- (hyphen), ignored during sort, 78 
/ (slash) 

as division operator, 21 

not allowed in worksheet names, 55 
3-dimensional effects 

AutoShapes, 50 

charts, 94 

•A • 

absolute formulas, 26 
absolute references, 62 
Access 

analyzing data with Excel, 1 91 
copying data from Excel to, 186 



exporting data to Excel, 192-193 

importing data from Excel to, 187-189 

linking a worksheet to a database, 190-191 
Advanced Filter feature, 124-125 
aligning data in cells, 15, 34 
ampersand (&), joining text items using, 148 
analyzing Access data with Excel, 1 91 
annotating, text boxes for, 48 
apostrophe ('), ignored during sort, 78 
arranging windows, 70 
arrows in worksheets, 47, 52 
asterisk (*) 

as multiplication operator, 21 

not allowed in worksheet names, 55 
auditing formulas, 30 
AutoCorrect feature, 149, 150 
AutoFill feature 

copying formulas with, 25 

for custom lists, 79 

extending a data series with, 1 9 
AutoFilter feature 

customizing, 119, 122 

finding multiple criteria, 123 

overview, 119 

secondary filter selection, 120 
Top 10 option, 119, 121 
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DropBWt 




AutoFormats feature, 40, 132 

ture, 114 
pe, 49, 50, 52 
AutoSum button, 24 
average value, calculating, 24 
axes of charts 
displaying or hiding, 90 
formatting the Value axis, 95 
labels for, 91 

X or Category axis, defined, 86 
Y or Value axis, defined, 87 



8 



background color for cells, 44 

backslash (\), not allowed in worksheet names, 55 

bold type in this book, 1 

borders around cells, 45 



cascading windows, 70 
case 

macro names and, 140 

passwords and, 59 

searching for data and, 81 
cell references. See references 
cells. See also data entry; formatting 

adding borders, 45 

aligning contents, 15, 34 

background color for, 44 

changing the active cell, 14 

clearing formats, 46 



conditional formatting for, 46 

copying data to Access table, 186 

copying formatting, 40 

copying into PowerPoint slides, 180 

copying into Word, 1 72 

deleting data, 1 6 

editing data, 1 6 

finding, based on format, 82 

hyperlinks for, 63 

importing data to Access table, 187-189 

indenting data, 35 

inserting comments, 72 

inserting hyperlinks, 63 

merging data in, 148 

merging to create a title, 35 

naming a range, 1 8 

relocking, 58 

selecting multiple cells, 1 7 
unlocking, 58 
wrapping text in, 3 6 
charts 
adding data series, 95 
adding data tables, 90, 93 
adding graphics, 87, 92 
adding titles and labels, 91 
basic, creating, 86 
changing location of, 93 
changing type for, 90 
Chart Wizard for, 88-90 
customizing the legend, 91 
deleting, 86-87 
deleting data series, 95 
dragging into PowerPoint slides, 1 81 



llll 196 



elements or, «t> 

DropBd®$*& 

modifying attril 



elements of, 86-87 

Value axis, 95 
owerPoint slides, 182 
modifying attributes, 92 
organization, creating, 96 
overview, 85 
PivotCharts, 138 
printing, 105 
subtypes, 89 

3-dimensional effects, 94 

types available, 88-89 
circular reference error, 29 
clearing. See also deleting or removing 

conditional formatting, 48 

print area, 101 

selections, 17 
clip art, inserting, 51 
closing Excel or Excel workbooks, 6 
collapsing subtotal headings, 111 
college savings worksheet, 1 70 
colors 

for arrows, 47 

for AutoShape shadows, 49 

background for cells, 44 

for fonts, 44 

for gridlines, 104 

for worksheet tabs, changing, 56 
columns in worksheets 

adjusting width, 38 

freezing and unfreezing titles, 69 

grouping and ungrouping, 11 5 

hiding and unhiding, 57 

merging data in, 148 



Index 



printing headings, 104 
repeating, 104 
R1C1 style for, 74 

splitting data into multiple columns, 147 
comments, 72, 74 
Commission Calculator worksheet 

calculating commissions, 156-157 

counting sales, 156 

creating the commission table, 154 

creating totals, 157 

entering headings, 154 

formatting, 158 

overview, 153 

protecting, 158 

sales data input area, 155 

totaling sales, 155 
comparing spreadsheets, 71 
compound formulas, 23 
conditional formatting, 46 
conventions in this book, 1 
converting merged cells into plain text, 148 
copying. See also inserting 

absolute formulas, 26 

cells into PowerPoint slides, 180 

cells into Word, 1 72 

charts into PowerPoint slides, 181 

data, pasting and, 18 

data to Access table, 186 

formatting, 40 

formulas with AutoFill, 25 

subtotals, 113 

values using Paste Special, 26 
Word tables to Excel, 175 
worksheets, 55 
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DropB&iafe 

customizing 




COUNT IF function, 156 

ents worksheet, 169 
_ ,52 

customizing 
AutoFilter feature, 119, 122 
chart legend, 91 

header or footer for printing, 103 
lists, 79, 80 
toolbars, 146 
viewing options, 74 



data entry 

alignment in cells and, 15 

AutoFill for data series, 1 9 

copying and pasting, 18 

creating a data entry screen, 11 8 

deleting cell data, 1 6 

editing cell data, 1 6 

primary types of data, 13 

undoing, 16 

validating data, 20 
data series in charts 

adding a series, 95 

adding graphics, 92 

deleting, 95 

overview, 87 
data tables for charts, 90, 93 
data validation 

locating cells with, 1 9 

in Medical Bill Tracker worksheet, 161 

using, 20 



databases. See also Access; filtering data 

creating a data entry screen for, 11 8 

defined, 109 
dates 

entering in cells, 1 5 

formatting, 37 

sorting by, 80 

validating, 20 
decimals 

alignment of data and, 15 

formatting, 34 
deleting or removing. See also hiding 

arrows, 48 

AutoCorrect entries, 149 
AutoOutline, 114 
AutoShapes, 49 
cell data, 1 6 
cell formats, 46 
charts, 86-87 

clearing conditional formatting, 48 

clearing print area, 101 

clearing selections, 17 

comments, 72 

custom lists, 79 

data series in charts, 95 

existing Excel file, 8 

graphics, 52 

hyperlinks, 63 

macros, 144 

PivotCharts, 138 

PivotTable fields, 131, 137 

PowerPoint slide elements, 180 

separate PivotTables, 133 
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Index 



subtotals, 113 



DropBctt& 

Word table coli 



error messages for formulas, 29 
exporting Access data to Excel, 192-193 



ms, 115 
columns or rows, 1 72 
Word tables, 172, 173, 174 
worksheets, 54 

worksheets embedded into Word, 1 74 
digital signatures for macros, 141 
displaying. See viewing or displaying 
DIV/0 ! error, 29 
dollar sign ($) 

for absolute references, 62 

specifying repeating rows and columns, 104 
drawing AutoShapes, 49 
DREAM HOUSE worksheet, 168 



editing 
cell data, 1 6 

cells copied into Word, 172 
comments, 72 
custom lists, 79 
formulas, 25 

tables in PowerPoint slides, 180 
worksheets inserted into Word, 173 
e-mail 

attaching workbook to, 105 

hyperlinks for, 63 
embedding worksheets into Word, 1 74 
entering data. See data entry 
equal sign (=) for references, 61, 62 
error checking for formulas, 149 



files 

deleting, 8 

hyperlinks for, 63 

opening an existing Excel file, 8 

opening in different formats, 12 

password-protecting, 60 

saving as templates, 73, 166 

saving in different formats, 12 

searching by properties for, 12 
filtering data 

advanced filtering, 124-125 

AutoFilter for, 119-123 

for blanks in selected field, 11 9 

customizing AutoFilter, 119, 122 

for data (NonBlanks) in selected field, 119 

finding multiple criteria, 123 

overview, 117 

secondary filter selection, 120 
Top 10 option, 119, 120 
financial planning worksheets 
OUR DREAM HOUSE, 168 
OUR SAVINGS GOALS, 170 
overview, 167 

PAY OFF CREDIT CARD, 169 
finding. See also filtering data 
all data occurrences, 82 
cells based on format, 82 
cells with data validation, 1 9 
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finding (continued) 




g a word or value, 81 
files by properties, 12 
and replacing data, 83 
tracing formula dependents, 30 
fonts, 36, 44 
footers, 102-103 

form letter in Word using Excel list, 176-178 
formatting. See also colors 

aligning data, 34 

arrow styles, 47 

AutoFormat feature for, 40, 132 
cell borders, 45 
column width, 38 

Commission Calculator worksheet, 158 
conditional, 46 
copying, 40 
dates, 37 

finding cells based on format, 82 

font attributes, 36 

indenting data in cells, 35 

Medical Bill Tracker worksheet, 162 

merging cells to create a title, 35 

PivotCharts, limitations on, 138 

PivotTable values and text, 134 

PivotTables using AutoFormat, 132 

replacing data and, 83 

rotating text, 37 

row height, 39 

styles for, 41 

text boxes, 48 

Value axis of chart, 95 



values, 34 

wrapping text in a cell, 36 
formulas. See also functions 
absolute, defining, 26 
adding to PivotTables, 137 
amount due calculation, 161 
auditing, 30 

AutoSum button for adding numbers, 24 

for average value, 24 

commission calculation, 156-157 

in Commission Calculator worksheet, 155-157 

compound, creating, 23 

copying with AutoFill, 25 

counting sales, 156 

editing, 25 

error checking for, 149 

Function Wizard for building, 27 

hidden rows or columns and, 57 

IF statements for, 28, 156-157 

in Medical Bill Tracker worksheet, 160-161, 

164-165 
merging data in columns, 148 
in OUR DREAM HOUSE worksheet, 168 
in OUR SAVINGS GOALS worksheet, 170 
overview, 21 

in PAY OFF CREDIT CARD worksheet, 169 
payment calculation, 168, 169 
references in, 61, 62 
savings calculation, 1 70 
simple, creating with operators, 21 
totaling, 155, 157, 161, 164-165 
troubleshooting errors, 29 
freezing titles, 69 
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Index 




full screen view, 71 

\^j!so formulas; specific functions 
arguments list for, 168 
changing in PivotTables, 132 
in Commission Calculator worksheet, 155-157 
for hyperlinks, 63 
inserting, 27 

in Medical Bill Tracker worksheet, 160-161, 

164-165 
merging data in columns, 148 
in OUR DREAM HOUSE worksheet, 168 
in OUR SAVINGS GOALS worksheet, 170 
overview, 21 

in PAY OFF CREDIT CARD worksheet, 169 



G 



graphics 
adding to charts, 87, 92 
arrows, 47 
AutoShapes, 49 
clip art, 51 

customizing viewing options, 74 

inserting hyperlinks, 63 

inserting saved images, 50 

manipulating, 52 

shadows for AutoShapes, 49 

text boxes, 48 

3-dimensional, 50 
graphs. See charts 
gridlines 

of charts, 87, 90, 92 

colors, 104 



printing, 104 

showing or hiding in worksheets, 74 
grouping 
PivotTable data, 136 
rows or columns (outline groups), 115 



H 



headers, 102-103 
headings 

collapsing and expanding for subtotals, 111 

for Commission Calculator worksheet, 154 

for Medical Bill Tracker worksheet, 160 

printing, 104 
height of rows 

adjusting, 39 

hidden rows, 57 
hiding. See also viewing or displaying 

cell comments, 72 

collapsing subtotal headings, 111 

customizing viewing options, 74 

grand totals from PivotTable display, 132 

Office Assistant, 9 

open workbooks, 70 

outlines, 114 

PivotTable data, 131 

rows or columns, 57 

toolbars, 10 

worksheets, 56 
house payments worksheet, 168 
hyperlinks, 63 

hyphen (-), ignored during sort, 78 
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Drop Soaks 

TTT ctatpmpntc 



ags, 150 

IF statements 
creating formulas using, 28 
nested, for calculating commissions, 156-157 
images. See graphics 

importing Excel data to Access table, 187-189 
indenting data in cells, 35 
inserting. See also copying; data entry 
arrows, 47 

AutoCorrect entries, 149 
cell comments, 72 
clip art, 51 
functions, 27 
hyperlinks, 63 
images, 50 

special characters, 146 
text boxes, 48 

Word table columns or rows, 1 72 

worksheets into Word, 173 

worksheets into workbooks, 54 

worksheets or charts into PowerPoint slides, 182 



• L • 



labels (mailing) in Word using Excel list, 178 
labels on charts 

adding, 91 

Category label, 86 

options for, 90 

Value label, 87 
labels on spreadsheets, 13, 15 



Landscape printing orientation, 101 
legend of charts, 87, 90, 91 
linking worksheets 

to Access database, 190-191 

hyperlinks for, 63 

into PowerPoint slides, 183 
lists 

creating custom, 79 
sorting custom, 80 

Word mail merge form letter using, 176-178 
Word mailing labels using, 178 



M 



macros 

assigning shortcut keys to, 142 

creating a toolbar button for, 143 

defined, 139 

deleting, 144 

digital signatures for, 141 

locations for storing, 140 

making available whenever you use Excel, 140 

naming, 140 

overview, 139 

preventing from running when Excel starts, 143 
recording, 139, 140 
running, 139, 142 
security for, 139, 141 
stopping, 143 

undoing not possible for, 142 
mail merge form letter in Word using Excel list, 
176-178 

mailing labels in Word using Excel list, 178 



margins, sen 

DropBt« 

creating tot 




margins, setting for printing, 102 

cker worksheet 
ount due, 161 
g totaling formulas, 160 
duplicating the worksheet for family 

members, 163 
entering headings, 160 
formatting, 162 
overview, 159 
print settings, 162 
protecting, 163 
saving as a template, 166 
specifying data validation, 1 61 
totaling formulas for, 160 
totals worksheet, 164-165 
menus 

conventions in this book, 1 

displaying all choices, 10 
merging 

cells to create a title, 35 

data in columns, 148 
moving items 

charts, 93 

graphics, 52 

Office Assistant, 9 



N 



NAME# error, 29 
names 

for macros, 140 

for PivotTable formulas, 137 

for range of cells, 1 8 



Index 



renaming PivotTable fields, 134 
renaming worksheets, 55 
rules for worksheets, 55 
NPER function, 169 



0 



Office Assistant, 6, 9 
opening 
Excel, 6 

existing Excel file, 8 

files in different formats, 12 

new, blank workbook, 7 

preventing macros from running when opening 
Excel, 143 

templates, 73 
operators 

creating simple formulas with, 21 

in PivotTable formulas, 137 

Rule of Priorities, 23 
organization charts, creating, 96 
orientation for printing, 101 
OUR DREAM HOUSE worksheet, 168 
OUR SAVINGS GOALS worksheet, 170 
outlines 

AutoOutline feature, 114 

collapsing and expanding subtotal headings, 111 

controlling individual subtotals, 111 

copying subtotals, 11 3 

creating multiple subtotals, 112 

forming groups, 115 

generating subtotals, 110 

hiding, 114 
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outlines (continued) 



DropBOTftS 

removing subt« 



s from a group, 115 
g subtotals, 113 



p 



page breaks 

adding manually, 100 

between subtotal groups, 110 
page fields for PivotTables, 133 
Page Setup dialog box, 101-104, 162 
pages of PivotTables, 130 
paper size and orientation for printing, 101 
passwords 

for files, 60 

for protected worksheets, 59 
Paste Special, copying values using, 26 
PAY OFF CREDIT CARD worksheet, 169 
payment worksheets. See financial planning 
worksheets 

percent of totals, calculating in PivotTables, 136 
Personal Workbook 

deleting macros from, 144 

storing macros in, 140 
pictures. See graphics 
PivotCharts, 138 

PivotTable and PivotChart Wizard, 129 
PivotTables 

adding your own calculations, 137 

AutoFormats for, 132 

calculating percent of totals, 136 

changing the calculation type, 132 



creating, 128-130 

creating PivotCharts from, 138 

data source for, 129 

deleting separate PivotTables, 133 

displaying details for data, 131 

elements of, 129-130 

formatting values and text, 134 

generating multilevel totals, 135 

generating separate PivotTables, 133 

grouping data, 136 

hiding data, 131 

organizing data for, 128 

overview, 127 

page fields, 133 

removing calculated fields, 137 

removing grand totals from display, 132 

removing unwanted fields, 1 31 

renaming fields, 134 

updating (refreshing data), 131 
plot area of charts, 87 
PMT function, 168, 170 
Portrait printing orientation, 101 
PowerPoint slides 

copying cells into, 180 

deleting tables in, 180 

dragging charts into, 1 81 

editing tables in, 180 

inserting worksheets or charts into, 182 

linking worksheets into, 183 
previewing before printing, 99 
printing 

adding page breaks manually for, 100 
charts, 105 
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checking spelling before, 97, 98 

1^ rr\ r\ D A a /^4£^ int area ' 101 

Ly [ {J IJ D ^ivgMoS^T^ets on the page, 101 

* gridlines, 104 

header or footer, 102-103 
headings for rows and columns, 104 
Page Setup dialog box for, 101-104 
paper size and orientation for, 101 
previewing before, 99 
repeating rows and columns, 104 
selected area, 100 
setting margins for, 102 

settings for Medical Bill Tracker worksheet, 162 

specifying the print area, 100 

worksheets or workbooks, 105 
properties 

searching for files by, 12 

specifying for workbooks, 11 
protection. See security 

ranges of cells, naming, 1 8 
recording macros, 139, 140 
references 
absolute, 62 

to another cell in the same worksheet, 62 
to another worksheet, generating, 61 
cross-referencing other workbooks, 62 
including in formulas, 61 
recording macros and, 140 
R1C1 style for, 74 



Index 



refreshing data. See updating 

relocking cells, 58 

removing. See deleting or removing 

renaming. See names 

repeating rows and columns, 104 

replacing data with Find and Replace, 83 

resizing 

column width in PowerPoint slides, 180 
column width in Word tables, 172 
column width in worksheets, 38 
graphics, 52 

row height in worksheets, 39 

split window sections, 68 

tables in Word, 173, 174 

worksheets embedded into Word, 1 74 
retirement savings worksheet, 1 70 
R1C1 reference style, 74 
rotating 

AutoShapes or arrows, 52 

text, 37 
rows in worksheets 

adjusting height, 39 

freezing and unfreezing titles, 69 

grouping and ungrouping, 11 5 

hiding and unhiding, 57 

printing headings, 104 

repeating, 104 
Rule of Priorities, 23 
running macros, 139, 142 
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D ro p Books 

files in different formats, 12 
workbook as template, 73, 166 
workbook properties, 11 
workbooks, 7 
worksheets into Word, 173 

savings calculation worksheet, 1 70 

SAVINGS GOALS worksheet, 170 

scientific notation, values displayed as, 15 

screen. See windows 

searching. See finding 

security 
for macros, 139, 141 
password-protecting files, 60 
protecting the Commission Calculator 

worksheet, 158 
protecting the Medical Bill Tracker 

worksheet, 163 
protecting worksheets, 59 
relocking cells, 58 
unlocking cells, 58 
unprotecting worksheets, 59 

selecting 
active cell, 14 

cells with data validation, 1 9 

clearing a selection, 1 7 

multiple cells, 1 7 

PivotTable data to show, 131 
shading cells, 44 
shadows for AutoShapes, 49 
shortcut keys, assigning to macros, 142 

mi 



showing. See viewing or displaying 
slash (/) 

as division operator, 21 

not allowed in worksheet names, 55 
SmartTags feature, 150 
sorting data 

custom lists, 79 

by day or month, 80 

by multiple criteria, 78 

for multiple subtotals, 112 

Sort command for, 77 

toolbar buttons for, 76 

before using subtotals, 109, 110 
sounds for SmartTags, 150 
special characters, inserting, 146 
spell check, 97, 98 
splitting 

data into multiple columns, 147 

Excel screen, 68 

outline groups, 11 5 
spreadsheets. See worksheets 
stopping macros, 143 
styles for formatting, 41 
subtotals 

AutoOutline feature, 114 

collapsing and expanding headings, 111 

controlling individually, 111 

copying, 113 

generating, 110 

generating in PivotTables, 135 
multiple, creating, 112 
page breaks between groups, 110 
removing, 113 

sorting before using, 109, 110 
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SUM function, 157, 160-161, 164-165 

155, 164-165 
>ng, 146 




templates, 73, 166 

text. See also cells; data entry; formatting 
adding to AutoShapes, 49 
annotating with text boxes, 48 
cell comments, 72 
fonts, 36, 44 

joining using ampersand, 148 

rotating, 37 

wrapping in cells, 36 
text boxes, 48 
3 -dimensional effects 

AutoShapes, 50 

charts, 94 
tick marks, 87 
tiling windows, 70 
titles 

of charts, 86, 90, 91 
freezing and unfreezing, 69 
merging cells to create, 35 
toolbars 
creating buttons for macros, 143 
creating custom, 146 
described, 6 

displaying or hiding, 10, 76 

showing on two rows, 10 
tracking medical expenses. See Medical Bill 

Tracker worksheet 
troubleshooting formula errors, 29 
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undoing 
data entry, 1 6 

generating separate PivotTables and, 133 

macros and, 142 
unfreezing titles, 69 
ungrouping rows or columns, 11 5 
unhiding 

Personal Workbook, 144 

rows or columns, 57 

worksheets, 56 
unlocking cells, 58 
unprotecting worksheets, 59 
updating (refreshing data) 

PivotTables, 131 

worksheets linked into PowerPoint slides, 183 
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validating data. See data validation 

#VALUE ! error, 29 

values 

alignment in cells, 1 5 

copying using Paste Special, 26 

defined, 13 

entering in cells, 1 5 

formatting in PivotTables, 134 

formatting in spreadsheets, 34 
viewing or displaying. See also filtering data; 
finding; hiding 

all menu choices, 10 

arranging windows, 70 

cell comments, 72 
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viewing or displaying (continued) 

eadsheets, 71 
ewing options, 74 
view, 71 
PivotTable data details, 131 
previewing before printing, 99 
R1C1 reference style, 74 
splitting the Excel screen, 68 
subtotal headings, collapsing 

and expanding, 111 
toolbars, 10, 76 
toolbars on two rows, 10 
tracing formula dependents, 30 
unhiding rows or columns, 57 
unhiding worksheets, 56 
zooming in or out, 68 
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Web sites, hyperlinks for, 63 
width of columns 

adjusting in worksheets, 38 

hidden columns, 57 

in PowerPoint slides, 180 

in Word tables, 172 
windows 

arranging, 70 

customizing viewing options, 74 
full screen view, 71 
splitting the screen, 68 
Word 

copying cells into, 1 72 
copying tables to Excel, 175 



creating mail merge form letter using Excel list, 
176-178 

creating mailing labels using Excel list, 178 
deleting tables, 172, 173, 174 
editing inserted cells, 172 
editing inserted worksheets, 173 
embedding worksheets into, 174 
resizing tables, 173, 174 
saving worksheets into, 173 
workbooks 
attaching to e-mail, 105 
automatic prompt for setting properties, 11 
changing worksheet tab colors, 56 
closing, 6 

comparing side by side, 71 
creating new, 7 

cross-referencing other workbooks, 62 
default worksheets in, 53 
defined, 53 

hiding an open workbook, 70 

inserting worksheets, 54 

maximum worksheets per workbook, 53 

printing, 105 

saving, 7 

saving worksheets into Word, 173 
specifying properties, 11 
worksheets 
attaching to e-mail, 105 
changing tab colors, 56 
comparing side by side, 71 
copying, 55 

copying data to Access table, 186 
default number created, 53 
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defined, 53 
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fitting on the p 



o Word, 174 
page, 101 
hiding and unhiding, 56 
importing data to Access table, 187-189 
inserting, 54 

inserting into PowerPoint slides, 182 
linking into PowerPoint slides, 183 
linking to Access database, 190-191 
maximum number per workbook, 53 
moving between, 14 
printing, 105 



protecting, 59 

referencing another worksheet, 61 
renaming, 55 
rules for naming, 55 
saving into Word, 173 
splitting data into multiple columns, 147 
unprotecting, 59 
wrapping text in cells, 3 6 



zooming in or out, 68 
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